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SUMMARY



Human Resources professional offering over 12 years broad-based range of experience including employee and vendor relations, training and development, HR policies development, and recruiting. Recognized for delivering notable results, being self-motivated, and being quick learner with the ability to easily grasp and apply new ideas and methods. Industry experience in education, healthcare, financial services, industrial, nonprofit and union affiliated environments.



HIGHLIGHTS

	· [bookmark: 314929829SKC11]Employee relations
· Manager coaching and training
· HRIS applications proficient
· Alternative Dispute Resolution (ADR)
· [bookmark: 314929829SKC21]Employment law knowledge
	· Staffing and recruiting professional
· Off-boarding
· Interviewing expertise
· Payroll expertise
· Event management





ACCOMPLISHMENTS



· Streamlined recruitment and onboarding processes between Human Resources and Information Security to outsourced staff.
· Promoted to HR Executive Assistant after 2 years of employment.
· Transitioned the Student Services program into full compliance in dual-role.
· Created a rewards and incentive program that was cited as the driving force behind decreasing branch employee absenteeism by 20% in 4 months.
· Exceeded graduate career placement goal by 13% by developing the externship training and development program.
· Significant contributor in launching new branch office at the University of Chicago.
· Supervised 5 interns and provided assistance in resume building, training and career path development.



EXPERIENCE

[bookmark: 316594345JTIT1][bookmark: 316594345JSTD1][bookmark: 316594345EDDT1][bookmark: 316594345COMP1][bookmark: 316594345JCIT1][bookmark: 316594345JSTA1][bookmark: 316594345JDES1]HR Executive Assistant, 01/2009 to CurrentTRANSUNION － Chicago, IL
· Assist SVP in day-to-day support in guiding Healthcare and Enterprise Systems Business Units and liaise with critical vendors for onboarding resources, logistics and training across office locations (Chicago, Chennai, Pune, Culver City, Charlotte, and Denver).
· Interpret HR policies and procedures to all employees, and address inquiries regarding new hire activity and ongoing employee and labor relations issues.
· Work closely with HR business partners during reorganizations and staff augmentation.
· Partner with the IT and Information Security to streamline and process onboarding queries. Assist with driving retention initiatives.
· Deliver status reports for budgeting and planning purposes. Run queries and reports through ADP and PeopleSoft HRIS systems.

[bookmark: 316594345JTIT2][bookmark: 316594345JSTD2][bookmark: 316594345EDDT2][bookmark: 316594345COMP2][bookmark: 316594345JCIT2][bookmark: 316594345JSTA2][bookmark: 316594345JDES2]Student and Career Services Coordinator, 05/2003 to 08/2007HARRISON COLLEGE (Indiana Business College-Medical Campus) － Indianapolis, IL
· Promoted to additional leadership responsibilities in dual-role, serving as an Academic Advisor to undergraduates and coaching graduates from diverse backgrounds on professional goals and development.
· Led Strategies for Success enhancement course focused on setting goals and being successful with academics, career, and life. Led student workshops, conducted small group and individual classroom activities, and contributed to ongoing staff training sessions.
· Networked and developed partnerships with local Healthcare industry leaders to gather training perspectives on externship programs and placement.
· Organized and publicized campus events, including recruitment and admission events for prospective students, new student orientation, graduation ceremonies, securing vendors for career fairs, special events, and rewards recognition. Designed promotional materials.
· Managed the complete redesign and launch of the campus newsletter, increasing student and staff participation in various programs and events.
· Attended workshops on learning goals, classroom management, student motivation and engaging learning activities.

[bookmark: 316594345JTIT3][bookmark: 316594345JSTD3][bookmark: 316594345EDDT3][bookmark: 316594345COMP3][bookmark: 316594345JCIT3][bookmark: 316594345JSTA3][bookmark: 316594345JDES3]Office Assistant, 05/1997 to 11/2002ABM INDUSTRIES/UNIVERSITY OF CHICAGO － Chicago, IL
· Assisted the office manager in guiding the startup and running daily operations for new branch office at the University of Chicago.
· Worked with HR advisors and representatives to establish consistent hiring practices. Reviewed federal and state laws to confirm and enforce company compliance.
· Guided management of all HR operations and systems, and recruitment processes, including creating, modifying and advertising opportunities, screening and selection, background checks, hiring and orientation.
· Conducted benefits administration for benefit-eligible employees.
· Created and managed confidential personnel records and ran bi-weekly payroll processes for more than 200 employees.



OTHER EXPERIENCE



Resident Advisor 
TRANSITIONAL LIVING and CAREER INSTITUTE - Chicago, IL
· Guided clients ages 16-21 with education, life skills, personal growth, and livelihood in a residence hall community.
· Developed positive relationships with each client, while evaluating and addressing their individual needs and concerns.
· Maintained thorough case history records and wrote detailed reports, petitions, court reports, case plans and other legal documents.
· Worked closely with social workers to educate and connect clients with community resources, and prepare for their transition back into the community.
· Communicated with public social and welfare agencies to obtain and provide information.



EDUCATION

[bookmark: 314929831DGRE1][bookmark: 314929831STUY1][bookmark: 314929831GRYR1][bookmark: 314929831SCHO1][bookmark: 314929831SCIT1][bookmark: 314929831SSTA1][bookmark: 314929831SCNT1][bookmark: 314929831FRFM1]Master of Science: Public AdministrationKeller Graduate School of Management － Chicago, Illinois

[bookmark: 314929831DGRE2][bookmark: 314929831STUY2][bookmark: 314929831GRYR2][bookmark: 314929831SCHO2][bookmark: 314929831SCIT2][bookmark: 314929831SSTA2]Bachelor of Science: Human Resources ManagementDeVry University － Chicago, Illinois


