Lakyn Brumagin27972 Route 66
Lucinda, PA 16235

Email: Lakynbrumagin@gmail.com	Phone number: 814-964-1128
WORK EXPERIENCE
Advanced Drainage Systems 
Shippenville, PA 16254
Safety Coordinator/Recruiting Specialist September 2021-Present
Office Administrator/Recruiting Specialist, June 2020-Present
HR Support
· Recruiting- resume screening, phone interviews, employee onboarding 
· I have also been the leader of implementing a recruiting platform for two other plants in our company.
· Employee Relations
· Employee Communications
· Benefit Knowledge
Safety
· Responsible for keeping all compliances/trainings up to OSHA standards
· Manage incident investigations and corrective action plans.
· Assist in performing environmental audits
· Assist in leading safety teams (Behavioral Risk Observation, Continuous Improvement, Compliance, Environmental, Standard Operating Procedures, 
· Employee onboarding 
Data Entry
· Oracle Experience (similar to SAP)
· Production Tracking
· Production Downtime Tracking
· Receiving Purchase Orders


LORD CORPORATION (now Parker Hannifin) 
CAMBRIDGE SPRINGS, PA 16403
HR Administrator, August 2019-June 2020
· [bookmark: _Hlk58592269]Assist with Employee relations issues, employee investigations, and employee counseling and performance plans.
· HRIS- Workday
· Assist employees with benefit elections
· Recruiting- screen candidates, perform phone interviews, work closely with hiring managers to find ideal candidates.
· Recruiting- Create and post job requisitions, move potential candidates through the steps of employment, create offer letters.
· Recruiting- process/perform background checks, set up drug screenings.
· Recruiting- Use of LinkedIn’s recruiter aspects to mine candidates.
· Payroll
· Track and process FMLA and Short-Term Disability leaves
· Familiar with FMLA regulations, explain to employees seeking medical leave
· Write and process paperwork for FMLA leaves; i.e. Certification of Health Care Provider, Notice of Eligibility, Designation Notice
· In charge of organization of personnel files
· Complete I-9 audits
· Completed a project to go green with employee medical files; Scanned all existing hard copy documents and created digital filing system for organization.
· Utilize Microsoft PowerPoint and Excel to complete various assigned tasks from the HR Manager.
· Familiar with Affirmative Action, created a paired comparison chart to track all employees in the plant
· Track vacation time, short term disability time for employees.
UPMC Canterbury Place
Pittsburgh, PA 15201
Certified Nurse Assistant, November2018- May 2019
· Provide patient care and assistance with activities of daily living (ADL’s)
· Answer call lights promptly to ensure safety of every patient
· Serve patient meals, tidy rooms
· Provide emotional support
· Use documentation to track patient care and well being
Mad Mex
Erie, PA 16565 & Pittsburgh, PA 15317
Server, May 2015-November 2018
· Take customer orders and serve food and beverages
· Have knowledge of food safety and handling
· Obtain RAMP certification
McDonald’s
Union City, PA 16438
Crew Member, October 2011-May 2013

EDUCATION EXPERIENCE
Edinboro University of Pennsylvania
August 2013-May 2018
Bachelor of Arts, English 
Graduated: May 2018

Nurse Assistant Certification
Obtained December 2018

Union City High School
Graduated: June 2013

HIGHLIGHTED SKILLS
· Strong written and oral communication skills
· Ability to utilize Microsoft Word, Excel, PowerPoint, and Outlook programs
· Strong customer service background
· Ability to learn new systems and tasks quickly 
· Knowledge of HR processes and regulations
· Innovative
· Ability to multi-task and take on many projects at once

