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Profile
Strategic and innovative individual who strives to improve performance, profitability, growth,
and employee growth within the organization. Committed individual who supports companies and
top executives with a unique perspective and appreciation that human capital is every organization’s
greatest asset. An individual who thrives on tough challenges, problem solving and translates visions/ 
strategies into actionable goals with a positive attitude.
Experience
Corporate Talent Acquisition | bsi financial services | May 2022 - present
Collaborate with executive management within loan servicing divisions on all diversity initiatives involving recruitment to ensure fairness in hiring practices.
Use various methods and systems to effectively recruit and network with potential candidates, including social media platforms.
Ensure a seamless onboarding for new hires and the necessary paperwork and screenings are completed promptly and accurately.  
Conduct preliminary interviews with recruits to gauge interests, personality, and salary requirements.
Provide timely feedback to departmental leaders with details regarding applications and screening.
Actively work toward building a diverse and qualified workforce to support the growing organization and company values.
Collaborate with Human Resources, Employee Development, and Corporate Training to have a full-scale understanding of hiring needs.
Collaboration with executive leadership to analyze staffing metrics with the loan servicing divisions.
Actively establish a pipeline for all locations in the United States.
Collaborate with partners of the organization that support loan servicing functions, including other companies.

Human resources generalist | bsi financial services | august 2021 – MAy 2022
Provide professional support and an adequate integration to the organization.
Promote healthy relationships between staff and management through mediation.
Assis with employee engagement activities and team building events to promote retention and support change and growth within the organization.
Pre-screen applicants, vetting candidates, and executing employment offers. 
Compiling and maintaining paper and electronic employee records.
Execute FMLA, Short-term/Long Term Disability, and sickness leave tracking.
Coordinate logistics and facilitate new hire onboarding and orientation.
Assist with tracking turnover within department and locations with indicating reasons.
Assisting new hires with new hire training information.
Use of various HR System applications (Paylocity, Recruiter sites, etc.)
Follow the HR action plan to ensure assigned goals are being met.
Conduct termination meetings and tracking accordingly.
Continually learn the latest HR practices improving workplace efficiency.
human resources/ business office | summit behavioral healthcare| – turning point | june 2020 – january 2021 (Business Closure) 
Assist location Chief Executive Officer with daily functions and adhering to guidelines.
Process paperwork to insurance companies for clients’ daily charges.
Report daily charges and client census to corporate daily.
Managing purchases, receipts, and expense tracking within tracking systems.
Assist with accounts payable check processing for vendors.
Perform administrative duties, such as maintaining employee database and sorting emails for the HR department and Business Office.
Assist CEO with policy formulation, hiring, and salary administration/determination.
Execute quarterly audit reports for the business office and human resources, report findings to CEO.
Assist with hiring, new hire onboarding, and employee investigations between three locations.
Participate in Administrator on Call rotation for facilities.
Monitor outstanding claims and participate in follow-up to obtain payments.
Responsible for all vendor communication – IT and purchasing accounts.
Month End business close processing.
Assist with location winddown plan when business closure occurred.


File Document Management Department Supervisor/ Team Leader – NTCOncepts, Contractor supporting – Defense Counterintelligence and Security Agency | May 2019 – june 2020 
Entering employee individual performance data for Quality Control department to analyze.
Provide timely feedback to employee’s questions and concerns.
Effectively coach and monitor team performance within department and assigned functions.
Provide point of contact information to supporting agencies and employees for supporting questions.
Keep operation manager informed of employee conversations, process improvement ideas, and communicate risks for process concerns.
Assist with workload production, and process questions.
Perform post audit and quality audits. 
Execute and monitor Performance Improvement Plans and track progress.
Discuss with individual team members regarding monthly performance progress report.
Develop assigned workload schedules
Assist Operations Manager/Quality Control with inspections regarding quality of workload.
PII risk reporting
Assist in interviewing process to maintain required staffing levels.
Arrange and organize further training for other departmental staff.

Workload Leader– NTCOncepts, Contractor supporting – Defense Counterintelligence and Security Agency | May 2018 – June 2019
Consistently update Excel Workbooks/Manifests for 5 departments.
Revised needed documents pertaining to pain points within departments.
Effectively plan and communicate among manager and team leaders of any changes or forecasting complications.
Process incoming dashboards and reports.
Ensure consistency in number reporting and equations for quarterly, monthly, weekly, and daily for reporting.
Effectively process email communications. 
Accurately submit and verify weekly and monthly support orders.
Process executive orders for workload projects.
Data Support Clerk – NTCOncepts, Contractor supporting – Defense Counterintelligence and Security Agency | August 2017 – may 2018

First Assistant Manager – M and J Management, McDonalds Corporation| April 2012 - august 2017
Various management responsibilities including balance cash drawers, prepare cash deposits, etc.
Hire qualified crews, train them well, schedule them to meet restaurant sales and profit goals.
Kitchen/ People Department manager responsibilities.
· Ensure the restaurant delivers quality food to customers fast and safe. 
· Control Food cost.

Education
Advanced Certificate of Business Marketing| AUGUST 2013 – june 2015 | venango county Vo-tech

High school diploma | august 2011 – june 2015 | franklin area high school

BACHELOR’S IN PSYCHOLOGY AND SOCIOLOGY | jANUARY 2021 – CURRENT | cLARION UNIVERSITY

Skills & Abilities
	Microsoft Excel
G-suite
People Management
Communication and Interpersonal
Hiring and Interviewing
Problem Solving and Decision-Making
POS System
Organization and delegation
Mentoring
Forward thinker 
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