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	Dates Employed 
Job Title 
Company 

	

	1/2008- 6/30/2010
Senior Human Resource Associate (Substitute Management Office)
 

Richmond Public Schools
Richmond,VA

 

Responsible for interviewing, hiring, coordination of substitute positions.  Conducted orientations and facilitated training for all timekeepers, employees and substitutes on the online components of the Smartfind Absence on line system. Generated job inquiries for substitute personnel using the SFE database, AS400 and TSSI interface system. Processed all personnel and payroll discrepancies on the TSSI payroll interface system as needed.  Main Operator of the SFE for entire School District, Authorized payroll to process checks for substitutes.  Maintained database totaling 4,500 qualified employee and substitute personnel.  Prepared monthly reports, and other correspondence using numerous data management technique as needed for all phases of the SFE system.  Member of Pay for Performance Committee and School Board Policies Committee.  Supervised Substitutes, COE Students and temporary Personnel.
Also worked temporarily in the Human Resource Payroll Department, duties included receiving, researching and processing of all requests for employment verification of RPS employees.  Demonstrated high quality customer service to individuals who called or walked in.  Formatted and typed confidential and general correspondence such as statistical reports as needed.


	

	4/2001 – 5/2007 
Local Government & Schools Campaign Manager 
 

United Way of Greater Richmond & Petersburg

Richmond,VA

 

Provided expertise and assistance to the Local Government & Schools United Way Campaign local operation committees. Developed, disseminated, collected and reviewed applications for inclusion of the campaign and advised the LGSUWC on the compliance status of those agencies seeking eligibility.  Other responsibilities included coordination of entire campaign operations, budget, events, recognition ceremonies, and development of brochure, newsletters, guidelines, contracts and any activities involving the LGS campaign.  Also was responsible for recruiting, hiring and training department personnel. 

	

	4/1999 - 5/2000 
Administrative Assistant 
 

ABB Alstom Power Generation

Midlothian,VA

 

Provided administrative support to Department Manager and departmental groups. Performed various administrative duties required by department personnel. Responsibilities included recording time for entire department, ordered office supplies, scheduled meetings, processed invoices, reviewed and processed expense statements, made travel arrangements and various other duties.  

	

	6/1985 - 6/1998 
Factory Smokes Administrator/Plant Secretary /Supervisor 
 

Philip Morris USA

Richmond,VA

 

Provided administrative support to Manufacturing, Quality Assurance and Purchasing departments.  Performed an array of administrative duties to include: formatting, typing and proofreading of documents for Blended Leaf senior management and manufacturing employees. Provided secretarial support to Plant Managers, Superintendents, Supervisors and was responsible for hourly and salary payroll. Routine typing and proofreading of hourly and salary personnel data, job procedures, safety data and other correspondence as needed. Supervised and trained COE students, temporaries and Cleaning Attendants.   

	


	Bernice Lewis (con’t)
4343 Fergusson Lane 
Richmond, Virginia 23234 
US 
	E lewis629@aol.com 
P 804-231-0779 



	

	  Education  Edit 
BACK TO TOP
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  School 
Degree 
Location 

	

	3/2006 – 5/2008
Averett University 
Bachelor of Administration
Degree 
Richmond - Virginia - US 

	

	6/1985 - 6/1987 
J. Sargeant Reynolds Community College 
Certification Office Systems

Technology 
Richmond - VA - US 
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	Skill Name
Skill Level
Last Used/Experience
Enterprise System, Microsoft Outlook, On Base
Electronic Filing System, AS/400, SEMS Database 

TSSI Interface System,
Expert 

Currently used / 6 years 
Microsoft Word, Excel, Powerpoint, Publisher,
E-Mail, Internet, AS/400 System, Smartfind Employee /Substitute Management System
Expert 

Currently used / 20 years 
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