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CAREER PROFILE
Highly motivated professional with a BS in Marketing and experience in business to consumer marketing, paralegal work and a strong proficiency in HR Advisory - the ability to understand and interpret HR policies and employment law. Extensive knowledge and expertise include but are not limited to the ability to accept multiple tasks, prioritization, and achieve results while displaying a strong work ethic. Experience in public speaking while utilizing PowerPoint and other software applications; leadership, teamwork and communication capabilities.
EDUCATION

University of Illinois, Chicago 
Graduated May 2010

BS: Business, Major: Marketing

KEY SKILLS, CORE COMPETENCIES AND STRENGTHS: 
· Fluent in Polish, both written and oral. 

· A team player, working in effective coordination with other members and company clients.

· Good interpersonal, managerial and communication skills.

· Staying connected with the current market trends (Twitter, webinars, magazines, radio).
· Proven record of accomplishment of success in high-pressure environment. 
· Ability to develop and follow through to success with optimal strategic plan.
· Problem solving and process improvement abilities. 

· Strong attention to detail and organizational skills.
· Ability to work in a matrix organization.
· Adaptability - working in a fast paced environment.
· Takes the time to be accurate, consistent and correct.
· Excellent with Microsoft Office, System Application Programming (SAP), Customer Relationship Software (CRM), System of Record (SOR), Outlook, Adobe, Power Point, Time Matters, proficient with Excel.
PROFESSIONAL EXPERIENCE
ABBOTT, Abbott Park, Illinois






             July 2012- Present

Human Resources Associate

· Responsible for utilizing and maintaining comprehensive customer service, service recovery and cross-informing skills through a variety of communication channels such as phone, e-mail, fax, web self-service and chat.
· Consistently maintains overall monthly Average Speed of Answer (ASA) goal of 60 seconds or less.
· Meets Average Handle Time (AHT) of up to 10-minute total talk/after-call work processing time.
· Exceeds team Customer Satisfaction goal of 90% or higher using results as reported on the Customer Service Satisfaction Survey.
· Assists and interacts directly with all levels of the organization.
· Acts with the highest standards for service, professionalism, accuracy and efficiency as well as appropriate sense of urgency.
· Maintains HR data and provides HR Transactions Business Rules such as: requisitions, terminations, reporting relationship changes, personal and employment changes for employees and managers in Global and non-Global countries.
· Responsible for compliance with applicable Corporate and Divisional Policies and procedures.
· Receives and responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.

· Creates customer value by identifying linkages between specific customer requests and inquires.
· Handles challenging customers and facilitate service recovery to maintain the reputation of the company.
· Improves quality service by recommending improved processes; identifying new product and service applications.
· Troubleshoots incorrect data as submitted; able to reconcile errors and work with customer to resolve by using stellar customer service techniques.
MARSZALEK & MARSZALEK, Chicago, Illinois
May 2008 – July 2012
Paralegal
· Identified and recommended methods for legal and non-legal system changes. 
· Recognized opportunities for improvement in workflow processes across the firm. 
· Designed, implemented, organized and maintained legal files and clientele information database. 
· Conducted legal research and reported findings to attorneys.
· Acted as a liaison between lawyers, clients, hospitals, experts, vendors, opposing counsel, and other parties involved in litigation or transactions.
· Worked directly with attorneys and clients from point of referral/discovery to trial phase, facilitating and expediting case settlements.

· Educated peers use of software as well as supervise and train new employees in office procedure and standard circuit court procedure.
· Consolidated and interpreted medical records then report and provide written evaluation for attorneys. 
· Drafted a variety of legal documents, correspondence, and reports.
· Conducted settlement disbursements plus a variety of inter-office functions such as consulting clients and legal supervision to coordinating and scheduling of appointments.
· Managed a wide array of cases from car, truck accidents to injuries caused by dangerous or defective products; from third-party claims for job-related injuries to slips and falls and water-related injury claims.
NISSAN & EDVENTURE PARTNERS, Chicago, Illinois (INTERNSHIP)
January 2009 –May 2009

Advertising Coordinator for In the Loop Advertising Agency (Marketing Internship)
· Created and edited 24 print advertisements, six videos, flyers, postcards and PowerPoint presentation that resonated with the Generation Y target market and resulted in an increase of 266% product purchase consideration.
· Demonstrated leadership of 6-member team working with Nissan & EdVenture Partners. 
· Leveraged market research to determine positioning strategy, tone and theme for the Nissan Cube launch.
· Managed relationship between Nissan & EdVenture Partners consulting agency and In the Loop Advertising agency’s departments:  Advertising, Research, Published Reports, Public Relations, Finance, and Campaign Strategy.
· Coordinated efforts between departments to establish priorities, allocate resources and secure proper budgeting of $2500 to achieve stated objectives in the client brief.
· Overall campaign resulted in 1,300,000 advertising impressions with an estimated value over $425,000.
· Created a YouTube video to launch the Nissan Cube.
HONDA & EDVENTURE PARTNERS, Chicago, Illinois (INTERNSHIP)
January 2008 – May 2008

Advertising Coordinator for In the Loop Advertising Agency (Marketing Internship)

· Created and implemented a variety of engaging on-campus campaign strategies to promote Honda's vehicles.

· Researched perceptions and awareness of Honda and their vehicles.

· Conducted post-campaign research on changes in awareness and perception to measure the success of marketing campaigns.
· Designed, implemented and maintained product information database. 

· Made decisions in regards to product advertisement to consumers.  
· Created a YouTube Video to launch the Honda Accord.
DOMINICK’S, Mundelein, Illinois 
May 2005 – July 2012
Café Specialist
2007 -2012
· Assisted manager in supervising and training of seasonal employees.

· Operated a variety of specialized food service equipment, i.e. drink dispenser, electric grill, beverage cart, deep fat fryer.

· Prepared, cooks and serves menu items.

· Adhered to strict portion control policy.

· Assisted in compliance with Health Department regulations.

· Responsible for cleaning and general maintenance of the facility and equipment.

· Performed other duties as assigned.

Cashier / Customer Service
2005 – 2006
· Assisted with merchandising and in store promotions to generate revenues utilizing through product knowledge and friendly sales techniques to up-sell product specials and complementary items.
· Promoted new customer application to generate revenue by educating consumers to improve customer experience.

· Validated purchases against product incentives list.

· Verified competitor sales to match. 

· Conducted orientation training for new employees including store policies, services, financing options, and register operations.
· Responsible for 100% of customer concerns, returns, complaints and other administrative duties.
· Managed just-in-time inventory to improve in stock condition and cost control.
· Customized orders to improve customer retention and store loyalty and consistently meet and/or exceed supervisor expectations.
· Surpassed customer expectations by locating hard to find items and recommending alternative options for out of stock products.
· Managed all transactions and operate cash register, calculate total payments received during a time period, and reconcile this with total sales each day.
· Managed client demands in a professional manner to guarantee the highest standards of service and quality.
TRAINING

Customer Service, eFile, Time Matters, Inventory Management, Sales, Market Research, Code of Business Conduct Certification, HR Data Privacy Training, 

