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Managerial
Career Summary:

A growth-oriented and highly talented Administrative Professional, and a current MBA / HR student, with a strong background in human resources, payroll, accounts receivable / payable, employee benefits, as well as experience in loss prevention and shrink issues. I have 25 years of experience in this field as well as excellent communication and leadership skills. 

Job Skills:
· Analytical thinking, decision making and problem solving skills 
· Strategic planning, execution, and organizing
· Excellent personal communication skills

· Project management skills, influencing, leading, negotiating and delegating abilities

· Conflict resolution

· Adaptability and tolerant to stressed situations
Other Skills:
· Excellent computer skills
· Creative thinking and organizational skills
· Effective listening skills
· Determination and diplomacy skills 
	Professional Experience


	Randstad In-House
Roanoke, VA
	Present 

	Site Manager

	


 Build and maintain strategic partnership with the client through an extensive and detailed understanding of the client's business, strategic direction, processes, and policies.
 Maintain close contact with the key principles at the account to ensure highest level of client satisfaction possible
 Build and maintain a talent pipeline that aligns with the client's needs and output requirement
 Consistent execution of recruiting plan to ensure the right quantity and quality of talent
 Screen and select candidates according to client specific job profiles and workforce forecasts
 Comply with all operational standards and employment laws and regulations
 Market talent's skills, knowledge and abilities to the right departments by making the best match for the client and the talent
 Consistently exceed client and talent expectations, and stay ahead of the staffing industry by offering innovative, creative, and effective employment solutions 

Manage a staff of approximately 256 talent. Recruiting, screening, onboarding and orientation of talent. Also responsible for all financials, and payroll.
	Kroger, Co
Hardy, VA
	2009 – 2012

	ASP

	


This position was implemented in 2009 to alleviate many of the duties the store manager did daily. My responsibilities include all administrative functions such as running of daily reports, customer complaints and store communication. All human resource functions to include recruiting, hiring, testing, training, benefits and payroll (Kronos) for 155 employees. Responsibilities also include reporting, and maintaining all customer and employee accidents, viewing and recording of theft and loss prevention issues. Captain of STAR Safety, Shrink Committee and Cultural Council.
	Logisticare Solutions
Forest, VA
	                                    2007-2009 

	Field Monitor 
	


Maintained certification as instructor for Passenger Assistance, Sensitivity & Safety (PASS) as well as defensive driving. Trained driver and attendants in a classroom setting using LCI (Logisticare)-prescribed training curriculum. Performed vehicle inspections to ensure vehicle compliance with all ADA and other federal, state and local regulatory standards. Performed scheduled and random visits to healthcare facilities and contacted transportation providers to verify level of service and provider adherence to contract standards. Investigated quality of transportation provider’s on-time performance, and driver’s adherence to service requirements. Focused investigations on appropriate assignment of level of service by LCI and potential fraud and abuse based on available billing and trip data. Performed random and/or assigned field investigations.
	CVS Pharmacy, District Office
Hollins, VA

	2003 - 2007 



	
	                                         

	Office Manager / Human Resources
All administrative duties to include expense reports, sales tracking, travel arrangements and meeting arrangements. Accounts receivable and payable. Liaison between customers, stores, and upper management. Extensive Microsoft Office use. Payroll for 74 pharmacists, assist employees with benefit and payroll issues. Designing of PowerPoint presentations. Reporting to include compiling data, design of report, spreadsheets, graphs, graphics as well as providing training in said areas. Managing and maintaining of all upper management (pharmacist, manager, assistant manager) employee files for 24 stores. Research and prepare for district meetings. Purchase all office supplies and equipment as well as the higher dollar store use items. 

	


	LE Lichford; Budweiser
Lynchburg, VA

	1998 – 2002 



	
	                                         

	Administrative Assistant / Human Resources
Implemented and administered employee benefits, workmen's compensation, screening new hires and coordination of employee physicals and drug screening. Payroll (payroll done on weekly, bi-weekly, monthly & hourly, commissioned and salary), daily bank reconciliation / deposit and accounts receivable. Invoicing all fleet management services. Routing and organizing trucks / routes / drivers. Scheduling merchandiser. Research and design for reports. Sales tracking and reporting. Responsible for implementing and designing the ground structure for Piedmont Fleet Services (a subsidiary of L.E. Lichford) to include: logo design, setting up of all computer systems, accounts, fleet and log maintenance and payroll.

	


	Education / Certifications
· MBA / HR  Liberty University – Currently Attending


· B.S. Criminal Justice – Liberty University, 2005 - 2007
· A.S. Administration of Justice – Virginia Western Community College, 2003 - 2005
	Honors / Awards / Memberships



· Graduated Magna Cum Laude from Virginia Western
· Member of SHRM (Society of Human Resource Management)
