


• Studied and applied employment law and compliance, regarding employment eligibility, diversity and 

inclusion, confidentiality, proper maintenance of employee files, and forms management 

• Researched and worked regularly with multiple HRIS software systems  

 

Student Office Administrative Assistant- University Relations, University of St. Thomas, St. Paul, MN           2012-2015        

• Communicated through phone calls with alumni, media, and other callers; answering or referring their 

inquiries 

• Organized name badges for departments by proofing order forms, taking inventory, and keeping a 

financial ledger 

• Assisted in planning events such as state fair giveaways and neighborhood relations festivals for three 

consecutive summers 

 

 

 

 


