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Over ten years of comprehensive experience in human resource administration and coordination, including hiring and retention, conflict resolution, labor-management, onboarding, and benefits administration. Proven experience with senior management to achieve the strategic goals of the company. Demonstrated results working with department heads to reduce employee turnover and improve employee job satisfaction. Demonstrated interpersonal, administrative, and communication skills integral to an HR position, including a strong customer service orientation. 
Experience
New England Tractor Trailer Training School (NETTTS) - Somers, CT		May 2022-Present

Director of Career Services
Responsible for the operation of the career service and job placement department at the school.

· Assist students in the job placement process throughout their training program.
· Provide students with information pertaining to placement procedures and completion of application forms.
· Serves as the primary liaison between the school, its students and alumni, and potential employers on a state, regional, and national scale.
· Responsible for fiscal planning and management for career services, including all operations and staffing matters.
· Serves as adviser and interfaces with representatives of industrial, governmental, and educational employers to assist in the most effective use of career services' efforts. 
· Maintain records and remains knowledgeable on current student outcomes pertaining to graduation rates, licensing rates and employment rates.
· Develops new contacts with external organizations for the purpose of expanding employment opportunities for students and alumni.
· Reviews and supervises the on-campus recruitment and interviewing processes as well as resume referral and job-listing services for current students as well as alumni. Coordinates and supervises staff professional development activities and training, to include travel for professional development workshops, seminars, and conferences.
· Closely coordinates communication with deans, department chairs, and other faculty to ensure that the career services department is meeting the needs and desires of the school and departments, within the limitations imposed by the size of the staff and financial support provided by the school.
· Constantly monitors, analyzes, and evaluates current scope of services offered through career services and plans, implements, and directs new programs under the supervision of the dean of student development and services and in coordination with other directors of student services and student activities efforts. Serves in a leadership role in various professional organizations.
· Provides career advising expertise to students and alumni regarding the job-search process, interviewing, resume, and letter writing, and all other facets of career planning. Conducts workshops, seminars, and other presentations to students, faculty, employer, and alumni groups.
· Performs employment verification procedures in accordance with ACCSC (Accrediting Commission of Career Schools and Colleges) standards and NETTTS policies.

Aero All Gas Equipment and Company - Hartford, CT 		                        January 2015- April 2022

Human Resource Manager
Develop and monitor overall HR strategies, systems, tactics, and procedures across the organization

· Implement effective company policies and procedures to ensure that all practices comply with labor and employment regulations
· Updated employee records as needed.
· Developed new hire training strategies and created content for specific development initiatives.
· Coached department heads to complete each employee’s performance management plans and reviews.
· Assisted in reconciling payroll and taxes.
· Ensure legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings
· Scheduling management conferences with employees; hearing and resolving employee grievance; counseling employees and supervisors
· Administered and processed paperwork related to new hires, job candidates, employment concerns and complaints, and pre-employment tests
· Administered company-wide compensation and benefit plans including medical, supplemental, dental, and vision.

Enfield Child Development Center - Enfield, CT	                                	      July 2008 – December 2014

School Age/ Toddler/ Preschool Teacher/ Infant Teacher Aid
Responsible for reporting to Head Teacher, while providing full range of service excellence to staff, parents, guardians, and children.

· Provide activities and opportunities that encourage curiosity, exploration and problem-solving appropriate to the development levels of the children.
· Maintain attendance records of the children.
· Answering phone calls and transferring to appropriate rooms.
· Copy and file appropriate paperwork.

Canton Public Schools - Canton, CT      				                         August 2005 - June 2008

504 Para Educator, Grades Four through Six
Responsible for reporting to Supervisor of the Para Educator Department, while providing full range of administrative and educational support services to staff, teachers, and students.

·  Examined and followed State Guidelines for 504 participants.
·  Evaluated students’ progress on work assignments and shared with teacher.
·  Evaluated students’ needs and provided interventions to redirect behavior; and 
· Attended in-services, staff meetings and training regarding safety/security and behavior management regularly.

Bob’s Store - Enfield, CT      						          August 1997 – May 2005

Sales Associate, Men, Women and Children Departments
Responsible for reporting to Department Managers while providing ideas on how to maximize sales and profit dollars per area, record sales, and merchandise updates.

· Established and implemented department plans to maximize area profits.
· Maintained a positive leadership attitude while acknowledging and attending to customer and associate needs.
· Utilized knowledge of company merchandizing procedures to maximize inventory.
· Cross-trained and coached 7-10 employees for departmental needs

Cash Room Associate
Responsible for reporting to Cash Room Manager while providing full range of administrative and support services to staff.

· Control assigned company funds and communicated all questionable transactions and/or 
documentation to the Cash Room Manager.
· Reviewed, verified, record and witness cash amounts turned in by associates who have responsibility for case handling.
· Oversaw and completed daily audits; and
· Operated cash deposits for armored transport.
Skills
· Build good working relationships
· Organized
· Strong sense of urgency
· Working knowledge of employment laws and regulations
· Excellent written and verbal communication skills
· Flexible
· High attention to detail
· Knowledge of Microsoft Office Suite
Education
Bay Path University (Longmeadow, MA)
Bachelor’s Degree in Business Administration – December 2015
Bachelor’s Degree in Liberal Arts – December 2004

Asnuntuck Community College (Enfield, CT)
Certificate in Human Services Management – May 2017
Associate Degree in Early Childhood Education – May 2002

Somers High School (Somers, CT)
H.S. Diploma – June 1999


Certification

Public Notary, State of Connecticut

OSHA 10 and 30
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