

HINDA MOHAMED
2848 Pleasant Ave S, Apt 303, Minneapolis, MN, 55408. 612.986.2417.Hindamohamed16@gmail.com


EDUCATION 
	Bachelor of Science in Management						July 2014
	Saint Cloud State University (SCSU), Saint Cloud, Minnesota.
· Program nationally accredited by the Association of Advance Collegiate School of Business (AACSB).
Associate in Arts and Sciences in Administrative Support			May 2010
	Saint Cloud Technical & Community College, Saint Cloud, Minnesota.
· Worked 30 hours weekly while attending college full-time.
PROFESSIONAL DEVELOPMENT
Human Resource Assistant							May 2015-Persent 
	Office Team-Temp
· [bookmark: _GoBack]Recruiting and staffing logistics.
· Assist with employee relations.
· Compensation and Benefits administration and bookkeeping.
· Maintaining employee files and the HR filing system.
· Assisting with the day-to-day efficient.
· Employee Services
· Develop training materials
· Create policies and procedures as needed
Ticket/Gate Agent							 November 2014-Februray 2015
Delta Global Services- Spirit Airlines					             
· Provide passenger assistance at the ticket counter areas checking baggage and assigning seats.
· Sell airline tickets
· Assist passengers at gate checking baggage and assigning seats.
· Assist passengers with their boarding process at the gate.
Human Resource-Internship
Creative Kids Learning Center, Saint Paul, MN				January 2014-December 2014
· Responsible for setting the tone for the facility, 
· Managing the curriculum, overseeing physical facilities
· Hiring staff and managing the overall image of the center. 
· Ensure compliance with all local and federal laws governing child care, both in regard to the physical environment and staffing.
· Manage the financial affairs of the child care facility.
· Manage compensation for employees
· Scheduling/ employee relations.
· Interview/Hire/Train new employees
Companionship/Recruiter  						                        July 2011-July 2015
	Helen Marie McMackin, Saint Cloud, Minnesota
· Develop strong interpersonal communication skills providing quality cares.
· Assisted clients with daily activities. 
· Provide one on one care through outings and family gatherings.
· Manage scheduling 
· Count hours for Payroll
· Planning and implementing recruiting campaigns; targeting, contacting, and qualifying candidates



Nursing Assistant                       			                            
St. Benedict Senior Community                                                                        August 2008-December 2013
· Work in teams to develop a safer and organized work environment.
· Follow direction and carry out duties as assigned.
· Maintain safety rules, show a positive attitude.
· Operate computer programs designed for residents.
· Develop communication skills through interaction with co-workers and residents.
ACTIVITIES AND ACHIEVEMENTS
President, Somali Student Organization, SCSU
· Presided over meetings of the Organization.
· Prepared and filled any report required.
· Provided encouragement and motivation to fellow officers and  organization members
· Maintained contact with organization adviser and alumni.



