Heather A. Hazlett 
230 South Arch Street, Apt. B3, Milton, PA 17847 (716) 338-3541, heather_hazlett@yahoo.com 

Employment 
Experience: 

Evangelical Community Hospital, Lewisburg, PA
HR Generalist – July 2013 –Present 

Employment & Talent Acquisition
Assigned to various departments in the Hospital as the employment liaison to assist with their employment needs
Post and create new requisitions 
Actively Screen and Source for open positions assigned, average of 30-35 positions 
Schedule and participate in interviews
Make offers to selected candidates while arranging start dates, maintaining compliance with references and ordering pre-employment background and drug test requirements
Assist with recruitment fairs to attract qualified applicants and market the Hospital’s employment opportunities
Create advertising postings for open positions (newspapers, internet sites, trade journals, email blasts, etc.)
Complete payroll new-hire paperwork and ongoing payroll change forms.
Assist with administration of the Affirmative Action Program
Assist in conducting exit interviews with voluntary terminating employees while evaluating turnover and identifying
retention problems from data collected 
Assist in the completion and submission of documentation of Unemployment Compensation forms
Utilize skills assessment software system for applicants to assist in hiring the appropriate qualified candidates
Process payroll change forms for all employee changes (terms, transfers, new hires)
Conduct new employee orientation which includes completing employee paperwork 
Complete employment verification forms on employees as requested

Benefits
Provide back up support in open enrollment and answering employee questions
Assist with Tuition Assistance/Loan Forgiveness programs 
Process payroll change forms for all employee benefit changes
Coordinate Summer Student Internship Program 

Compensation
Provide back up support by calculating merit increases, merit maximums, salary classification, and creation of job descriptions for new positions

M&T Bank Corporation, Buffalo, NY  
Human Resources Administrator III, August 2010 – July 2013

Contacted internal/ external candidates (25-30 candidates per day) to schedule interviews with hiring managers while performing pre-screen interviews, asking about work history and questions related to the specific position 
Scheduled all interviews for hiring managers and recruiters using Microsoft Outlook & Taleo Recruiting System 
Established and maintain a solid working relationship with hiring managers to stay abreast of current and future hiring and business needs. 
Coordinated comprehensive candidate logistics, including travel and hotel reservations 
Performed background checks and drug screens while gathering all necessary new hire information 
Aided new hires in completing their on-boarding forms prior to their start date, which includes their I-9, bank account information, new hire packet, and state and federal forms 
Assisted hiring managers in the validation of their new hires I-9's 
Created candidate profiles in the applicant tracking system using the candidates resume as a reference and then attaching them to the appropriate position in which they are interested 
Trained new employees on scheduling corporate and campus recruiting interviews, processing candidate reimbursements and verifying new hire information using various HR computer systems 
Created and update department procedures to ensure proper handling of new hire and recruiting information 
Additional Projects & Training: 
Participated in M&T Bank Career Fairs 
Completed monthly Corporate Card Reconciliation & Expense Report 
Held Weekly and Monthly group trainings throughout the department to co-workers and colleagues 

Fredonia Place, An Assisted Living Senior Facility, Fredonia, New York
Human Resources and Marketing Assistant, April 2008-August 2010 

Human Resources: 
Completed Employee Orientation for new employees through paperwork and orientation training 
Completed all Federal, State, and Worker's Compensation paperwork for new and existing employees, including I-9 Employee Eligibility Form 
Completed Exit Survey/Interview with terminated employees 
Organized employee Recognition Programs 
Maintained and Audited employee files 
Helped review ADP Payroll 
Helped create and reviewed new Employee Handbook and Conduct Code 

Marketing: 
Created new marketing brochures for different facility offerings 
Created new marketing brochures for advertising purposes 
Distributed marketing packets and brochures throughout the area weekly 
Networked with area social workers, doctor offices, and local hospitals 
Gave guided informational tours of facility to new prospective residents and families 

Education: 

Bachelor of Science, December 2009 
Hilbert College, Hamburg, New York 
Major: Business Administration 
Concentration in Marketing & Communication 

Associate in Applied Science, January 2007 
Jamestown Business College, Jamestown, New York 
Major: Accounting 

Computer Skills: Proficient in: Microsoft Word, Excel, Access, and PowerPoint 
Proficient in: Mac Software 
Proficient in: Taleo Recruiting Software, Healthcare Source Recruiting Software, Lawson and HealthStream  

Co-Curricular Involvement: 
English Tutor, 2007- 2010, Academic Services Center, Hilbert College 


                                                                         References Available Upon Request
