
	PATty wilson
	Phone: (205) 826-4311 | Email: pattylynnwilson@gmail.com 
Address: 1312 Hoffman Drive, Erie, CO 80516



Objective
[bookmark: _GoBack]To secure a position in the Human Resources field where I can utilize proven people-oriented skills to develop and promote a positive and productive work environment
Skills
	· applicant screening
· applicant tracking systems
· attention to detail
· background checks
· candidate search
· compensation
	· confidentiality
· customer service
· employee benefits
· EEO compliance
· hospitality
· HRMS
	· new hire paperwork
· orientation
· payroll
· personnel recordkeeping
· technology
· written communication


Work Experience: HR
HR Recruiting Coordinator/Assistant to the CEO – Randall-Reilly – Tuscaloosa, AL – July 2010-Dec. 2011
Set up and maintained recruiting software
Composed and posted job advertisements
Screened resumes and presented candidates to hiring managers
Called references and performed background checks
Scheduled onboarding and created personnel/benefit files
Completed new hire paperwork and benefit information with new hires
Coordinated travel arrangements and schedules for three executives
Served as personal assistant to the CEO and Vice President
HR Coordinator – Randall-Reilly – Tuscaloosa, AL – June 2008-July 2010
Entered new hire information and all personnel changes into HRIS system 
Maintained paid-time-off records for all employees
Audited pay information and deductions before payroll processing
Answered associate payroll and benefit questions
Created and distributed monthly HR newsletter
Worked with benefits coordinator to plan and execute annual benefits fair
Work Experience: Teaching
Teacher – Eastwood Middle School – Tuscaloosa, AL – Aug. 2006-Dec. 2006
Taught seventh grade language arts
Teacher – Hillcrest High School – Tuscaloosa, AL – Aug. 2005-May 2006
Taught ninth grade language arts
Teacher – Central High East – Tuscaloosa, AL – Aug. 2004-May 2005
Taught twelfth grade language arts
Education
Master of Arts in teaching – University of West Alabama – Livingston, AL – 2012-2014
BAchelor of Science in education – University of Alabama – Tuscaloosa, AL – 2000-2004

