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Professional Summary
Versatile and experienced Human Resources Professional, who thrives on tackling strategic initiatives. Demonstrates exceptional communication skills, is technologically aware and has an established and proven track record excelling in roles. Exudes pride on ability to research, analyze and re-engineer process to find the balance of optimal efficiency and to maintain the highest of service standards. Passionate about building a robust and comprehensive Human Resources strategy in order to gain competitive advantage in the marketplace by attracting, retaining and growing premier talent.

Experience

ARCADIS								Oct 2011 - Feb 2013
Human Resources Representative
· Conduct new hire orientations, as well as facilitate the onboarding and exit interview process. This included reporting of data to identify key metrics, such as attrition rates.
· Go-to expert for inquiries regarding HR policies, resolving cases to closure and escalating complex situations to specialties within the Corporate division.
· Created “Introduction to Human Resources” training guide for new supervisors and intranet training guide for new employees.
· Communicate changes in labor laws to field offices in affected states. Worked on policy review and adjustments for key legislation, such as changes due to Affordable Care Act.
· Prepare paperwork and obtain proper approvals for roughly 150 monthly company-wide personnel actions. Included interfacing with C-level executives for documentation and authorization.
· Verify promotions and salary adjustments are within policy, such as approved salary bands and tiers, as well as authorizing the documentation and justification for audit purposes.
· Assist in benefits administration by reviewing leave eligibility, sending out leave of absence packets, and assisting employees with benefit elections, qualifying event changes and open enrollment.
· Actively involved in eHR system implementation with Workday as SaaS provider. Provide key process workflows to ensure successful and complete cross-system mapping.
· Conducted background screens for clients to allow scientists and engineers clearance and access to properties.
· Provide excellent client relations to over 6,500 internal clients.

JPMorgan Chase								Apr 2011 - July 2011
Corporate Recruiter, Contract
· Recruiter for Retail Financial Services Home Lending Operations.  Tools included Taleo and PeopleSoft.
· Processed payroll, employment status (exempt, non-exempt) and schedule changes into HR system.
· Worked with Business Partners to investigate employment history disputes to determine rehire status.
· Met with hiring managers to review positions, posted requisitions, screened, scheduled and lead interviews, as well as extended offers and moved new hires into the pre-employment process.
· Planned and organized three career fairs to fill open positions in a timely and efficient manner, while working with the training team to ensure all new employees would begin their program on start date.
· Successfully hired 98 new employees while meeting metrics, such as time to fill, diversity and interview-to-hire ratio.

CareWorks Technologies                                                     			Dec 2009 – Apr 2011
HR Generalist/Technical Recruiter
· Responsible for maintaining employee relations, from initial sourcing, relocation, and onboarding through identifying and supporting career growth initiatives.
· Participated in employee conflict resolution, including investigation and performance correction plans.
· Answered benefits-related questions and assisted with policy clarifications.
· Assisted with implementing a new recruitment process by bringing best practices and conducting research into market trends.
· Took initiative by creating and implementing a new on-boarding and orientation program for newly engaged employees.
· Completed new hire paperwork with employees prior to start, including background checks, scheduling drug screens, and reviewing benefits related information.
· Created reusable artifacts for the Recruiting Team, such as job posting templates.
· Trained members of the Sales Team in United States work authorization status so they could better understand the implications of pending legal changes to the workforce.
· Participated in weekly strategy meetings with Recruiting, Sales, Solutions and Operations to better define our go-to-market and branding policies for a consistent and coherent message to 
our clients and candidates alike.

ICC/Clutch Interactive							June 2008 – Dec 2009
Human Resources Coordinator
· Role was to build a network of qualified candidates based on solid technical knowledge and help guide them into successful careers at ICC and Clutch.
· Knowledgeable in employment law and diversity initiatives.
· Partnered with Colleges and Universities for Campus Recruiting Initiatives, which included career fairs, campus visits, and working with Career Services to find top talent to grow into ICC/Clutch.
· Proactively sought new ways to add value to my role, such as acting as Recruiting SharePoint Coordinator in order to maintain a well-organized point for centralized communication.
· Focused on maintaining current knowledge of industry trends, methodologies and standards in order to effectively recruit and retain the most valuable technical assets. This was also crucial to being an effective negotiator for sustaining a cost-effective business model.
· Strong aptitude to build a robust process for successful and efficient strategy. Created a job naming convention to track the effectiveness of job ad descriptions and to verify ROI for different job boards being utilized.

Optimum Technology							Jan 2008 – June 2008
Technical Recruiter
· [bookmark: _GoBack]Responsible for full-cycle recruiting of both internal and external candidates, which included: gathering appropriate job description, sourcing, interviewing, salary negotiation, on-boarding/ placement and tracking through project completion.
· Ability to immediately build pipeline of quality candidates in order to respond to clients with a sense of priority and urgency.
· Aptitude to effectively and professionally represent the company internally and externally.
· Researched various job posting sites to determine greatest exposure, effect and return on investment. Determined several area networking organizations to partner with in order to prospect in targeted skill-sets.

JPMorgan Chase								June 2004 – Jan 2008
Asset Management, Fund Operations Specialist
· Involved in the creation of training and procedure manuals for Operations staff.
· Reported and serviced client accounts and research requests, as well as prepared tax documentation.
· This position required excellent communication and time-management skills, as well as attention to detail.
Retail Financial Services, Investment Representative/Personal Banker
· Ascended to the top 3% of bankers in the company; ranked #211 out of 6,994 financial advisors.
· Able to successfully leverage the client management tools to uncover new business through existing client relationships in addition to building a new client base.
· Created a teller recognition program to help better track progress and show appreciation for team efforts, as well as organized several appreciation events for clients in order to retain and grow business.


Education
Currently pursuing PHR Certification through HRCI.

Cornell University, School of Industrial and Labor Relations
Certified in Selection and Staffing

The Ohio State University
Bachelor of Science Degree with a double major in History and Political Science


Membership
Society for Human Resource Management (SHRM)
Toastmasters International, Club President and Outstanding District Member
FINRA, Prior Member with Series 6 and 63 Certification
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