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SUMMARY

A highly focused, results-oriented service professional with experience in higher education advising, human resources and recruiting.  Principal strengths; building relationships, event planning, presentation and public speaking skills, exceptional problem solving, conflict resolution and interpersonal skills: 

PROFESSIONAL EXPERIENCE

SUMMIT SECURITY - Staffing Coordinator					   04/2013 – 05/2013
Directly supported Account Managers recruitment and scheduling.  Coordinated and conducted pre-hire activities for all staff positions, assist in scheduling functions, and track training compliance.
· Place job ads, review candidate applications, schedule and conduct initial interviews
· Conduct employment verifications
· Track attendance issues and assist account managers with written communication to employees
· Developed recruitment plan, including plan of action forms and approvals
· Review applications, preliminary telephone interviews, In-person candidate interviews
· Revised “New Hire” packet
· Assist with scheduling employees to absenteeism, vacation and no show replacements

UC SAN DIEGO (Temp) - Executive Assistant		            					2013
Provide direct executive level support to the Assistant Dean/Physician (School of Medicine) and Associate Vice Chancellor (AVC) on a wide range of assignments involving the highest level of administration.
· Serve as project coordinator, organizing, tracking, following through on ongoing and ad hoc projects;
· Independently reviews and resolves complexities of a highly confidential and sensitive nature; 
· Anticipate problems; inform appropriate individuals; and, follow through implementing decisions.
· Provide coordination and direction to others supporting senior management’s extensive schedules. 
· Evaluate the scope and determine the type of information needed, and by whom, for each.
· Plan and coordinate arrangements for faculty retreats
· Communicate info, disseminate materials to Division Deans, directors and unit heads
· Make all arrangements for speakers' travel, prepare travel reimbursements, advances, etc.,
· Handle follow-up communication of decisions and initiatives to the broader groups, as appropriate.
· Maintain listserv database, and website maintenance.

SAN DIEGO STATE UNIVERSITY- Department Coordinator I/II	                        11/2004 - 01/2011                
Handled day-to-day personnel, fiscal and physical resources while supporting to 15 professionals;
· Develop job descriptions, disseminated, and placed announcements in applicable publications
· Assist with search committees; prepare reports to Director of Employee Relations and Compliance
· Scheduled both oral and physical interviews and processed recruitment reimbursements.
· Interpreted and assisted employees with inquiries regarding labor relations, workers comp, etc.
·  Custodian of Personnel Action File, prepared contracts adhering to collective bargaining agreement
· Managed official program of study for 120 graduate professionals (three cohorts)
· Managed graduate program; approved admittance, reviewed evaluation status, coursework, experience,
· Recommended students for Advancement to Candidacy; program of studies, handled student petitions;
· Collaborated with State of California, Credential Department and Enrollment Services
· Assist with recruitment, Reappointment, Tenure, and Promotion and peer reviews
· Co-instructor Freshman success (GS 100 University Seminar),




[bookmark: _GoBack]YMCA of San Diego County– Office Manager II				 	    04/2004– 10/2004       
Managed office of Turning Point transitional living program for homeless young adults (male and female), ages 16-21 with and without children.  
· Screen/routed participant intake/crisis calls & intervention, maintained monthly orientation log
· Draft job descriptions and announcements ensuring compliance with policy and employment laws.  
· Maintained participant database, collect, compile data preparing statistical reports for Housing Urban Development and SD Housing Commission
· Functioned as a resource assisting with employment, educational and parenting instruction classes
· Processed/tracked annual campaign donations
· Instrumental in organization obtaining a grant from The California Endowment

HITACHI AMERICA – Assistant Manager Administration                	               10/2000 – 02/2003 
Manage the day-to-day operations of Administrative Services Division (205,000 sq ft. facility), provide seamless support to Executive Management, 150 employees and 3 remote offices.
· Supervised administrative staff, focused on hiring, conducted annual reviews, salary negotiations.
· Negotiate and manage vendor contracts, provided work authorizations 
· Assist Senior Manager with preparation of $2.3M annual operations budget  
· Develop and implement employee morale and job shadowing programs

SDSU RESEARCH FOUNDATION – HR Rep/Admin Operations Analyst	   10/1994 – 08/2000 	Perform a broad range of HR recruitment activities
· Job posting, selection, interviewing, conduct reference and salary negotiations; appointment letters 
· Conduct position classification studies, develop and implement organizational policies
· Process worker compensation claims, benefits, and employee exit interviews.
· Assist Affirmative Action outreach and EEO compliance recordkeeping and reporting.
· Assist the Defense Conversion Center with vocational training for displaced defense workers. 

GROSSMONT/CUYAMACA DISTRICT- Sr. Personnel Assistant (interim)	         08/1997 - 12/1997        
Coordinate assigned personnel functions for the recruitment, selection and retention of personnel.   
· Prepare and distribute job announcements ensuring that appropriate recruitment efforts are undertaken
· Process applications, evaluate experience to establish minimum qualifications and salary placement
· Maintain recruitment records and reports, explain policies and procedures, and train employees.
· Provide orientation for new employees assuring the completion of appropriate forms 
· Maintain online applicant and employee database, ensuring that data is entered accurately and timely
· Maintain personnel records complying with state regulations, immigration laws and District policy.
· Process unemployment insurance claims, employment verification requests

EDUCATION

Master of Art, Human Behavior, National University, San Diego, CA (awarded)
Bachelor of Business Administration, National University, San Diego, CA (awarded)

COMPUTER SKILLS

Windows, MS Office 2013 (Word, Excel, Power-Point, Publisher, Outlook), Blackboard, Adobe (Photo Shop, Acrobat Professional, Contribute) Web management and development, PeopleSoft, Eudora, Doodle, FileMaker Pro, Paradox, Quattro Pro, Quicken, Joomla CMS, Oracle

