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Objective
	A highly dynamic, dedicated and technically skilled business professional seeking a position to utilize my proficiency and knowledge in a renowned organization.
	



	Key
Skills
•          Possess 11 years of professional office/clerical experience 
•          Possess excellent organization and management skills 
·     Possess exceptional customer service skills, communicating reliable information to customers//employees
•          Goal oriented and ability to handle multiple tasks 
•          Proficient in basic operating systems like Microsoft Word, Excel, PowerPoint, Outlook, Windows XP, PeopleSoft, Taleo, ADP and Internet Explorer.
•          Posses excellent written and verbal communication skills 
•          Possess extensive administrative skills
•          Ability to maintain good relationships with customers/employees
·     Ability to work independently as well as in a team environment
·     Ability to maintain high level of confidentiality to sensitive information
·     Possess Supervisory experience
	
	



	Professional
Experience

Volt Workforce Solutions On-site at 3M
On-site HR, Light Industrial Recruiter/Administrative Coordinator,  March 2012- Present
· Act as liaison and represent Volt and the client (3M) in a professional, courteous and knowledgeable manner
· Prepare and post job announcements/postings, screen resumes and schedule candidate interviews
· Maintain/Review applicant tracking, phone screen, administer mechanical aptitude test, interview and submit candidates over to 3M light industrial managers
· Address and resolve all employee issues as well as contingent workforce
· Counsel Employees on issues including, but not limited to performance, professionalism, attire, language, attendance and policies
· Enter and process applicant data, check-in and conduct new-hire orientation, including security/safety procedures 
· Develop programs to recognize individual or team efforts and enhance morale
· Ensure compliance with all government regulations and paperwork
· Oversee the completion of job descriptions, candidate testing requirements, salary ranges, performance reviews and salary increases.
· Process worker’s compensation claims and unemployment questionnaires
· Research, collect and compile payroll data, and correct any discrepancies and resolve all payroll inquiries
· Process WOTC (tax credit compliance) for all identified candidates






Wings Financial 2010- 2012
Teller/Receptionist 
•          Responsible for maintaining good rapport with the members and staff 
•          Responsible for accepting deposits and withdrawals, cashing checks, collecting payments, processing cash  advances, processing night drop deposits
•          Resolving member questions/concerns
•          Balancing/maintaining a cash drawer daily within established limits
•          Staying up to date on compliance and regulation training quarterly.


US Federal Credit Union 2007-2010 
Teller Supervisor 
•          Provided support to the Branch Manager by completing reports and performing general office duties
•          Assisted with the coordination of the weekly and monthly branch meetings
•          Supervise, coach, and assist in the hiring of tellers for the branch budgets 
•          Processing transactions and balancing cash and checks received daily to ensure accuracy and to meet     member needs. 
•          Responsible for coordinating department schedules 
•          Conducting branch audits and maintaining cash vaults 
•          Performed other tasks as required 
Postal Credit Union 2002-2006
MSRIV 
•          Responsible for accepting deposits and withdrawals, cashing checks, collecting payments,
•          Responsible for resolving member complaints/issues
•          Conducting branch audits and maintaining cash vaults/drawers
•          Processing night drop deposits and ATM deposits/cash
•          Performed other tasks as required 	


	



	Education
•          Bachelor’s degree (In progress), Human Resources Management- Globe University
2010-Present

·    High School Diploma- Tartan High School
2003

	

	
	
	

	
	
	

	
	



