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Permanent Address






             

             Current Address
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                                 6001 University Blvd. 

Russellton, PA 15076



          


                                                       Box 358

(724) 265-4704







                        Moon Township, PA 15108

kray_36_00@yahoo.com






                                            (412) 865-2138

OBJECTIVE

To obtain an entry-level position in the field of Human Resource Management.

EDUCATION

Robert Morris University, Moon Township, PA




Human Resource Management Major




Expected graduation May 2004




Dean’s Scholar Award April 6, 2003

Dean’s list every semester




Current GPA 3.82

HR RELATED

Recruiter I Intern, Management Science Associates, Pittsburgh, PA

EXPERIENCE

May 2003 to August 2003

· Took on responsibility of recruiter position while recruiter went on leave.

· Responsible for the recruitment of numerous open positions.

· Reviewed resumes for various positions.

· Posted jobs on Internet sites.

· Searched resumes on Internet sites and company system.

· Used cold-calling to recruit applicants.

· Used Greentree applicant tracking system to load candidates’ information.

· Performed reference checks.

· Produced weekly reports on contractor status.

· Presented benefits packages to perspective candidates.

· Developed Intern Tracking System using Access.

· Revised Internship Evaluation Form for interns and managers.

· Completed two Access Training courses.

Intern, Robert Morris University HR Department, Moon Township, PA




January 2003 to April 2003

· Completed a new revised packet of brochures on employee benefits.

· Examined resumes for potential faculty and staff applicants.

· Completed Employee Identity Theft Packet.

· Researched and proposed a Broad Banding compensation system.

· Reviewed job descriptions and established job postings.

EXPERIENCE

Teller Banking Representative, PNC Bank, Robinson, PA




May 2001 to present

· Responsible for a cash drawer and vault.

· Handle customer accounts.

· Provide assistance to customers about banking information.

· Refer customers to become familiar with bank products.

· Awarded number one referring teller in the Hillcrest sector for the month of August 2002.

EXPERIENCE cont.
Birthday Party Coordinator, Northland Sports Training Center, Gibsonia, PA




August 2000 to April 2002




Secretary, Northland Sports Training Center, Gibsonia, PA




March 2000 to August 2000

ACTIVITIES

Society for Human Resource Management

Sept. 2000 – present 





Secretary 2001 – 2002





President 2002 – 2004

National Society of Collegiate Scholars 


Sept. 2001 – present 

Alpha Chi Honors Fraternity



Nov. 2002 – present




Awarded Outstanding Service to Organization







  for Society for Human Resource Management 

Apr. 6, 2003




Attendee:  SHRM Annual National Conference

June 21-25, 2003

COMPUTER 

Word, Excel, PowerPoint, Internet, Lotus Notes, 

SKILLS

Greentree (Applicant Tracking System)




Access Training Course – Tables
6/9/2003




Access Training Course – Queries
7/8/2003

References Available Upon Request

