Ndate (Natty) Loeschke
12150 Race Street, Apt L304 Northglenn, CO 80241
208 308 9370
emi-288@hotmail.com



HUMAN RESOURCES ASSISTANT 
· Background in HR including experience in employee recruitment and retention, staff development, benefits and compensation, HR records management, HR policies development and legal compliance.
· Intermediate proficiency in Microsoft Office and HRIS data reporting software.
· Knowledge of employment law and regulations.
· Able to coordinate and work effectively with a diverse staff and in multiple locations.
· Trustworthy with integrity to maintain confidential information.. 
HR SKILLS
	Employment Law
FMLA/ADA/EEOC/Title V11
HRIS Technologies
Maintain Personnel Files
	Staff Recruitment & Retention
Benefits Administration
Orientation & On-Boarding


	Performance Management
Training & Development
HR Policies & Procedures



EDUCATION 

Bachelor in Human Resources Management (Senior Student)
DeVry University, Westminster, CO from 2011 to present 
Expected graduation: 2014

	Internship Experience	
COMMUNITY REACH CENTER                                                                         Jan 2013 to April 2013

Human Resources Intern	
· Conduct job analysis for different departments and updated job descriptions
· Strategically recruit, screen resumes and select qualified candidates for initial interviews
· Coordinate and schedule meetings and interviews 
· Process reference and background checks
· Assist in new hire on boarding process (submit request to IT, complete all paperwork, interpret and explain policies, and issue Id cards)
· Assist with OSHA posting and reporting, EEO  reporting, and Social Security verification, 
· and I-9 updates and compliance
	 Related Experience	
· DEVRY UNIVERSITY WESTMINSTER         May 2012 to present     
 
Library assistant/ Customer Service   May 2012 to present
Duties: Assist students with the library database, supervise the front desk, design schedules, submit request to IT for the employees and create reports for the library headcounts
· WAL-MART  (IMS-Backroom inventory associate)    September,2011 to December, 2011
Duties: Early inventory preparation, count sales floor merchandises, audit backroom bins, pick out merchandises for the sales floor shelves
· CONAGRA FOODS( trough BBSI Temp staffing agency) August,2011 to November,2011
Duties: Food production, Food Packaging
· ARAMAK ( Cashier/ Customer Service ) September,2009 to July,2010          
Duties: welcome students in the cafeteria and monitor the cash register

ACTIVITIES

· Executive Member of the Student government Association of the College of Southern Idaho
· Executive Member of Diversity Council of CSI – planned and coordinated events, activities and meetings
· Vice President of the International Business Club of CSI – conducted meetings and planned events


SKILLS

· Customer service/cashier 
· Inventory and Merchandise control
· [bookmark: _GoBack]Computer Skills - Excel, Word, Access, Power Point, Outlook,Visio
· Speak, Read, Write English  and   French 

OF NOTE
Affiliations:
Society for Human Resource Management (SHRM)
Member of Sigma Beta Delta (SBD), Honor Society 


