Aarti Patel Kabade
11584 Cavalier Landing Ct Unit A ● Fairfax, VA 22030 ● (208) 284-8516 ● akabade@msudenver.edu

     Summary of Skills

· Background in hiring, recruiting and on boarding new employees.
· Multilingual: Fluent in Hindi, Gujarati and English. 
· Proficient in PeopleSoft, Taleo, E-verify, and Microsoft Office Suite 2010.
· Highly organized with good attention to detail.

· Effective customer service and communication skills.
· Strong background/skills working with diverse populations.
WORK EXPERIENCE
     

HMShost, Dulles, VA 
3/2013- Present
HR Associate
· Screen applicant resumes/profiles for minimum and preferred qualifications, conducting preliminary phone screens and organize interviews
· Review new candidates submitted through Applicant Tracking System and directs qualified candidates to hiring managers
· Conduct on boarding and new hire orientation
· Utilize Peoplesoft  to hire new employees
· Maintain knowledge of current personnel policies and procedure and respond to questions regarding same. 
· Scan confidential documents into electronic filing system and categorized them for retrieval and review

· Apply professional judgment, discretion, confidentiality and integrity to all duties and interactions
· Create new employee personnel files
· Assist with clerical duties and special projects as needed.

Erickson Retirement Communities, Springfield, VA                                     2/2013- 7/2013 
      HR Associate- Part time Position 
· Provided recruiting/on boarding support for 700+ employee company
· Coordinated interviews with hiring managers, initiated background checks and drug screens
· Generated and drafted offer letters and audited paper files content against HRIS system
· Processed daily new hire paperwork; maintained confidential excel spreadsheet and employee documents
· Performed data entry to HR system for newly hired employees and other employee data changes
· Oversaw employee badge system, prepared badges for new hires.
· Directed and trained temporary employees on company procedures and position duties.    
· Audited and evaluated personnel, benefits, immigration, and I-9 files for current and terminated employees to ensure compliancy
· Participated in professional development seminars
· Collaborated with human resource team to develop more effective systems

SMA, Denver, CO 







8/2011- 11/2011

Operator- Temporary Position 
·   Supervised six employees on the production line.
·   Verified products, parts, and labels for accuracy and matched accordingly.
·   Checked the equipment for the air pressure and maintenance.   
       Red Rocks Community College, Lakewood, CO



2/2009-5/2009

       Cashier- Work Study
· Maintained strict confidentiality of student information received at the counter.
· Ascertain correct charges to student accounts for tuition and fees. 

· Verified and recorded payments received at the window, via mail, phone, or electronic bank transfers (EBT’s) for tuition and fees. 
· Reviewed and verified identification of recipient and ensured all required documentation is received prior to disbursement.
· Answered incoming calls, accepted credit card payments, answered questions regarding accounts, holds, refunds, reorder debit/refunded cards as needed; return calls timely.
· Electronically logged all calls recorded on the Cashier’s Office voice mail line 

· Opened and sorted incoming mail, answered correspondence and prepared outgoing mail.
· Provided information to customers and resolved their complaints. 
· Greeted visitors, assessed purpose of visit, and directed them to specific destinations. 
Red Rocks Community College, Lakewood, CO                                         10/2008-11/2008 
Teacher’s Assistant- Work Study  
·  Supervised children in classrooms, halls, cafeterias, and school yards or on field trip.

· Filled out form; completed various projects at the center.
· Distributed assignments and collect them when they were completed
EDUCATION

Metropolitan State University, Denver, CO

Bachelor of Science, Business Administration, July 2012


  
  Concentration: Human Resource Management
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