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Education

Robert Morris University, Moon Township, PA


  

· Bachelor of Science in Business Administration, May 2004

· Major: Human Resource Management 

· Current Overall GPA: 3.6/4.0;  Major GPA 4.0/4.0

· Awarded Who’s Who Among American College/University Students
Leadership Experience

· Society for Human Resource Management, Vice President 

· National Society of Collegiate Scholars, Vice President of Community Service

· Student Ambassador

· Leadership Task Force

· Student United Way Campaign Committee
Work Experience

American Humanics Intern,  September 2003 to Present
American Humanics Program

Robert Morris University, Moon Township, PA
· Establish program on campus by developing a charter and recruitment information

· Develop recruitment strategy

· Selected to participate in the American Humanics Management Institute

Human Resources Intern,  May 2002 to Present
Anderson Equipment Company, Bridgeville, PA

· Worked on variety of projects dealing with: Payroll, Benefits, Worker’s Compensation, Life Insurance, Long Term Disability, Training Programs, Employee Policies, & Employee Time Off Entitlements

· Keep up dated records of employees’ driver’s licenses, DOT physicals, & automobile insurance certificates
Student Coordinator,  October 2000 to Present

The Office of Student Community Service

Robert Morris University, Moon Township, PA
· Plan, organize, and promote volunteer activities, publish a monthly newsletter, handle correspondence, and file reports

· Recruit and interview new student employees
Skills

· Computer: proficient in HR Windows, Outlook, Word, Works, PowerPoint, Excel, and Access

· Communication: Completed a nine course Communication Skills Program focused on writing, public speaking, business communication, & intercultural communication skills

· Additional Course Work: Accounting, Finance, and Marketing
