CATHERINE BROWN

102 Heather Drive Blakeslee, PA 18610 CathiBrown42@gmail.com 631-742-7877
                                                                                                    
PROFILE
Dynamic, versatile, and skilled human service professional is seeking a position in a challenging and progressive environment that will utilize eight years of Human Resources Management experience.  Self directed and self motivated.  Highly skilled in a team coordinated approach.

ESSENTIAL QUALIFICATIONS

· 
· Human Resource Management
· Account Management
· PC & iMac Platform
· Microsoft Office
· PeopleSoft
· Business Communications
· Multi-Media Communications
· Orientation Seminars / Presenter
· Curriculum Development
· Problem Resolution


PROFESSIONAL EXPERIENCE
 
STAFFMARK 
06/2006 – 10/2014

On-Site Supervisor							12/2011 – 10/2014
· Acted as liaison between customer & Staffmark, also responsible for management of account ensuring the customer received the highest quality service using various reports, programs and processes while supporting account financial & performance objectives.  
· Performed all HR duties from specific site orientations, on the job trainings to employee benefits. 
 
Senior Account Manager						08/2010 – 12/2011
· Responsible for daily performances of branch personnel. Acting Branch Manager during manager absence.
· [bookmark: _GoBack]Mentor new internal staff members and maintained retail client relationships. 
· Set daily / weekly goals for internal staff.
· Develop and execute effective hiring and recruiting strategies for temporary to permanent employees. 
· Generate sales leads for Business Development Manager. 
· Interview applicants and screen according to strict customer specifications.
· Manage unemployment claims in order to reduce unemployment costs. 
· Develop and implement plan to increase retention of temporary to permanent employees. 


On-Site Account Manager / Account Manager			06/2006 – 08/2010
· Interview applicants and screen according to strict customer specifications. 
· Administer preliminary testing as required by clients, including Background Checks and Drug Screens. 
· Complete all hiring paperwork, I-9 and E-Verify. Facilitate on-site orientations for all employees. 
· Complete Worker’s compensation Claims and prepare evidence for hearing. Maintain disciplinary files. 
· Administer disciplinary action for productivity, attendance and behavioral issues.
· Manage unemployment claims in order to reduce unemployment costs. 

CIU20/Associate Teacher						8/1999 – 6/2006
· Head Associate Teacher responsible for creation of lesson plans prepared on a weekly basis to suit the needs of special needs students ranging from ages 5-9.
· Responsible for teaching Math, English, Fine Motor Skills and arts and crafts.
· Assisted specialty teachers with gym and speech classes. 
· Life skills teaching were done on a daily basis. 
 

EDUCATION & PROFESSIONAL DEVELOPMENT

Northampton Community College, Tannersville, PA	 Business Administration (In process)
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