SUMMARY
Penelope Shapansky
2214 Peters Drive Apt 129, Eau Claire WI 54703 I C: 920.896.3601 I E: shapanskyp@yahoo.fr
· 
· Diversified and bi-lingual
· Exposure to various cultures 
· Organized, attentive & Resourceful
· Proficient data entry and filing
· Skilled communicator
· Adequate with Microsoft Office & Adobe 
EXPERIENCE
03/2015 to Current	Human Resources Assistant
Chippewa County Clerk of Courts—Chippewa Falls, WI
· Manage assigned recruitments on a bi-weekly basis
· Manage employees in Health Systems  
· Manage COBRA new hire and term Notification
· Assist with new employee I9s verification and Background checks
· IMS21 scanning of employee personnel files to electronic files
· Schedule and notify candidates of pre-employment testing 

07/2014 to 03/2015	Human Resources Office Administrator
				CEVA Logistics—Menomonie, WI
· Screen, interview & extend offers of employment using Taleo
· Convert temporary employees to fill time
· Lead a portion of the new hire orientation Class
· Track candidates with Excel Spreadsheet
· Manage employee database and employee files
· Prepare & file terminations with PAN
· Created & utilized checklist for potential to new hire employees  

08/2012 to 05/2014	Resident Assistant
Ripon College—Ripon, WI
· Create a sense of community on the floor for the residents and connect students with resources both on and off campus
·  Implement tools learned at conferences into programs for effectiveness 
· Create alternative programs for residents, including bulletin boards and door decorations focusing on areas of physical/ mental health, education, and community
· Be available to students while serving as a liaison to the school and uphold policies

08/2010 to 12/2013	Office Assistant to Office Manager
Ripon College—Ripon, WI
· Create a work schedule for the academic school year, and finals time
· Maintain cleanliness, security of office, and conduct general office duties
· Implemented new equipment check out procedure via outlook calendar
·  Serve as a liaison in absence of Supervisors
· Assist with Office activities scheduled on campus

05/2011 to 06/2011 	Administrative Assistant
Vector Marketing—Eau Claire, WI
· Answer incoming calls aptly
· Screen candidates via designated system
· Schedule candidates accordingly for interviews
· Prepare papers for interviews and training
· Meet quota for calls and schedules on a daily basis

EDUCATION
Expected 2017		Masters in Human Resource Management
		Saint Mary’s University of Minnesota—Winona, MN

Graduated 2014              B.A. in English 									
Ripon College—Ripon, WI
Minor in French

Graduated 2010	High School Diploma 								 
		Menomonie High School—Menomonie, WI

	
VOLUNTEER EXPERIENCE
May 2014 to Aug 2014	Student Director of Summer Programs & Events/ Human Resources
[bookmark: _GoBack]		Changing World Exchange—Menomonie, WI
· Assist as needed with advertisements, creation of programs, distribution of advertisements 
Feb 2015 to Current	Internship
			TC-TEKS—Eau Claire, WI
· Conduct a needs assessment of the organization
· Create and implement new procedures
· Monitor success of new procedures
