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RELEVANT WORK EXPERIENCE
Learning Care Group | February 2022-Present
Director 
· Manage operations of an early childhood academy and acts a liaison between school staff and parents
· Drives processes to prevent injuries and accidents, in accordance with state/company regulations via emergency drills
· [bookmark: _GoBack]Regulate school finances to make necessary purchases while maximizing operational profit and ensuring accuracy and timely collection of accounts receivable in accordance with policy and procedures
· Assign and facilitate monthly e-learning initiatives for all employees via company learning management system
· Encourage and facilitate growth of my administrate team to enhance the school curriculum and 
overall performance
· Effectively hire for high-need positions within the school to improve labor efficiency and employee moral
· Facilitate onboarding and ongoing in-person training focused solely on company safety policies, procedures, and practices for all new employees in the district

STL Office Solutions, Inc. | October 2018-November 2021								
Human Resources Generalist	
· Proficiency in Microsoft Outlook, Word, and Excel, and Quickbooks
· Member of administration team, during development and implementation of new company-wide LMS software
· Managed and trained a team of Human Resource Assistants executing compliance of onboarding and offboarding of external employees
· Developed and oversaw maintenance of standard operating policies and procedures
· Processed payroll for 150+ employees on a time sensitive schedule 
· Executed and maintained garnishments, state ordered income withholding, and unemployment cases, applicable across multiple states
· Assisted in monitoring benefit enrollments

Lacon Country Club | April 2016-November 2018
Waitress/Customer Service Representative									
· Worked with a team of staff to provide valuable customer service to members and non-members
· Prioritized tasks of delivering food/beverages during events with a high volume of customers
· Memorized customers’ preferences upon return
· Reconciled daily cash drawer from pro-shop and kitchen

Wenona State Bank | October 2014-January 2017						 
Customer Service Representative/Teller							
· Provided direct customer service by handling cash and managing account transactions
· Reconciled daily with corresponding financial institutions to ensure balanced records
· Knowledge of multiple computer software programs and operation of automated teller machines

EDUCATION
Illinois State University | Graduate December 2018								
Bachelor of Science, Interdisciplinary Studies, Human Educational Services			
Concentration Early Childhood Education and Special Education
Illinois Central College | Graduate May 2013									
Associate in Arts


References available upon request
