TAMARA DOORY
      8068 FALLGOLD CT
  COLORADO SPRINGS, COLORADO 80927
PHONE 713-557-1559 • E-MAIL TAMARADOORY@YAHOO.COM



Objective:	Efficient and dedicated professional seeking a position in Human Resources, which will utilize a variety of my work experience including: coordinating staffing activities, recruiting, screening, interviewing and the ability to manage diverse administrative programs as well as developing strong talent and leadership among company human resources.

Education:	University of Houston		             Houston, TX					                                     B.S. Psychology			
				
Experience:	Northwestern Mutual         		           Houston, TX
		August 2012-August 2013
		Administration/Receptionist
· Greeted and directed all incoming clients and visitors
· Managed calendars and booked rooms for financial representative staff, meetings and events
· Answered company phones and directed all incoming questions to the correct party
· Where permissible, answered all incoming client requests by researching account and financial information in the company system and responding to clients
· Ad-hoc reporting and sales analysis for Director of Operations
· Worked on an encouragement team to help first year financial representatives meet their monthly goals

		Project World Mission	                        Addis Ababa, Ethiopia
		June 2011-April 2012
		Project Coordinator
· Created a ministry, Through Their Eyes, from the ground up, raising 40,000 dollars through fundraising and rallying support, moved to and lived in a community of over 85,000 widows, lepers, street children and orphans who inhabit a community called Korah, the city of Addis Ababa, Ethiopia’s, trash dump.
· Taught English, the Bible, hygiene, HIV education, computer, interpersonal, organizational, life and work skills to a group of one hundred men/women and children and community leaders
· Distributed food, clothing, hygiene and school supplies; sought medical care for the ill
· Helped organize local child sponsorship program, Transformation Love, by creating new procedures, practices and documents, for better community facilitation
· Encouraged and taught local leaders through Bible Study and counseling
· Collected through personal interviews, multiple life stories and personal testimonies in order to write a book, telling the story of these people

		Second Baptist Church 	                           Houston, TX
	               October 2007-May 2011
	    	Women’s Ministry
· Developed, maintained and fostered relationships with women, which included evangelism, discipleship, counseling, teaching and biblical guidance
· Organized and facilitated women’s ministry Bible Studies with an average weekly attendance of 850+
· Assisted in producing and managing programming for Bible Studies that includes media, audio, and technical responsibilities
· Recruited, trained and maintained leadership and volunteers for Bible Studies, events and other ministry opportunities
· Assisted in vision casting, planning and developing creative women’s events, Bible Studies and discipleship studies
· Counseled and follow up with new members, developed relationships to ensure growth
· Facilitated, organized and taught discipleship studies 
· Traveled and lead mission trips to multiple international destinations including Cambodia, Zambia, South Africa, Uganda and Ethiopia 

		Wood Group Pressure Control	              Houston, TX
		November 2006-October 2007
		Human Resources Generalist
· Initiated, organized and monitored employee transfers and relocations
· Conducted training and recruiting at company branch locations across the US
· Administered Educational Assistance, Drug and Alcohol program, and Employee Referral Programs
· Conducted job analyses, prepared job descriptions and reports as required
· Advised and coached managers on disciplinary issues
· Handled unemployment claims and hearings
· Conducted exit interviews and turnover analysis
· Assisted in performing Compensation Analysis
· Responded to employee inquiries regarding benefits and referred employee to appropriate third party administrator
· Prepared memos regarding new hires, transfers and other announcements or notifications; prepared specific offer letters
· Trained and monitored Performance Management Process

		Venturi Staffing Partners-Onsite Chevron       Houston, TX                  
		March 2005- November 2006
		Recruiter/Workforce Manager
· Handled all aspects of recruiting and managing employment related issues for over 300 contract personnel for our client, Chevron, to include: sourcing candidates, interviewing, background screening, verifying references, arrange drug screening, arrange and facilitate interviews with management, orientation into co-employment issues such as payroll, unemployment, Worker’s Compensation, health benefits and safety measures
· Developed new methods of recruiting to ensure placement of the most qualified candidates for a varied level of job requirements; developed new company business 
· Counseled employees on performance-related issues such as tardiness, behavior, future career goals, employee intervention and conflict
· Processed payroll reports, ran and analyzed payroll reports to ensure proper time reporting and coding. Worked with Chevron billing analysts to correct invoice issues

		Evercare  					Houston, TX	
		December 2002- February 2005
		Operations Analyst
· Created work orders for user access to network and software systems for new users 
· Developed and delivered ad-hoc reports for entire company 
· Was responsible for creating and analyzing reports to help find cost benefits; provided analysis of cost tracking to improve efficiencies throughout the company 
· Assisted in resolution of member discrepancies and issues via reporting and analysis to ensure compliance with Medicare and Medicaid as well as with the insurance plan
· Assisted in streamlining new processes to ensure reports were delivered both correctly and on-time as well as worked with enrollment and sales team to develop new business processes that enhanced business goals 
        Enrollment Coordinator
· Processed all enrollments and cancellations, ensuring compliance with Medicare and Medicaid
· Ran and analyzed monthly revenue capitation reports
			

References will be furnished upon request
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