FELICIA ROBINSON

1423 Lilac Ave Chula Vista, CA 91911 (C) 619.905.8715 (T) 619.271.0475 feliciarobinson@icloud.com

Human Resources Assistant HR REPRESENTATIVE HR Generalist 
SUMMARY OF QUALIFICATIONS

· Experienced in employee training, recruiting, and management with US Navy. 
· Proven record of meeting or exceeding all recruiting goals.

· Special expertise in developing and implementing new recruiting strategies. 
· Adept at preparing and delivering status, personnel, and performance evaluation reports.

· Consistent history of improving efficiency and productivity. 
CORE COMPETENCIES
Administration ~ Office Management ~ Document Control ~ Recruiting & Staffing ~ Interviewing ~ Leadership
Employment Testing ~ Project Management ~ Personnel Evaluations ~ Training & Mentoring ~ Correspondence
PROFESSIONAL BACKGROUND & ACCOMPLISHMENTS

Human Resources

· Prospected and recruited individuals for US Navy (2001-2004). Met or exceeded goal of 3 recruits per week.

· Trained classes as large as 40 persons in policies, procedures, benefits, and employment services.

· Consistently met or exceeded goal of 3 new recruits approved per week.

· Interviewed prospects and coordinated entrance examination schedules.

· Played key role in office ranking 2nd out of 50 recruiting stations for number of recruits produced per year.

· Recognized for penetrating accounts and recruiting in locations which previously did not produce prospects.

· Planned and conducted safety, logistics, and sexual harassment training on board a US Navy Vessel.

· Carried out enrollment of active and inactive military personnel for online college classes at Ashford University.

Management
· Managed 2nd-largest department on a US Navy ship. Supervised staff of 20.

· Prepared personnel evaluations and served as department mentor.

Administration
· Prepared and processed recruit applications and completed status reports as US Navy Recruiter.
· Authored daily, weekly, monthly, quarterly, semi-annual, and annual performance reports.

· As Security Officer, prepared incident reports and maintained package delivery and receipt logs.

· Maintained guest registration books for commercial and residential buildings.
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EMPLOYMENT HISTORY

SECURITAS SECURITY SERVICES USA, San Diego, CA
2007 – Present

Professional Security Officer

Performed patrols of commercial and residential buildings, parking lots, and property exteriors for clients of national security services company. Monitored fire systems. Served as first responder to emergency situations. Investigated potential violations. .  Providing prompt and courteous services to residences, vendors, and guest. Assist the building manager with administrative support, copying, and responding to emails, receiving, logging, and distributing packages.

ASHFORD UNIVERSITY, San Diego, CA
2008
Military Enrollment Advisor

Charged with enrolling active military personnel and veterans in online college classes, based on database of leads at local and national levels.
UNITED STATES NAVY, US & Overseas
2001 – 2007
Boatswain Mate, Second Class (2004-2007)

Supervised 2nd-largest department onboard a US Naval vessel . Oversaw ship watch, maintenance, and training functions.

Recruiter (2001-2004)
Recruited and trained individuals for recruiting station in Georgia. Trained prospective recruits. Earned Navy Commendation Medal for superior performance
EDUCATION

Bachelor of Science in Technical Management concentration in Human Resources, DeVry University 2013 

Relevant Coursework:  Compensation and Benefits, Employment Law, Strategic Staffing, Human Resource Info Systems, Training and Development
TECHNICAL SKILLS
Microsoft Office Suite. Type 45 wpm.

RECOGNITION

SHRM membership 2013
