NAME
XXX-XXX FirstCrescent, Sudbury, ON
PXX XXX
(XXX) XXX-XXXX

Seeking a position in administration or human resources, emphasizing analysis, planning, writing, problem solving

Fluently bilingual

Extensive experience working as a Human Resources Assistant

Interface well with others at all levels of the organization

Capable of multi-tasking in a fast pace environment
Familiar with People Soft, Kronos, Microsoft Word, Internet
	Performance Appraisal Quotes

“Very organized for a very busy office, exceeds expectations.”

Excellent working relationships with managers, supervisors and all H.R. team.”

Quickly grasped new changes and programs, and needs little instruction.”

“Good time management, always meeting deadlines.”

“Punctual and dependable.”

“Works with change frequently and exceeds expectations.”
“XXXXX works very well independently & always strived to improve department flow.”

XXXXX XXX, HR Manager, Workhere, Sudbury, ON


	Professional Skills

	
	

	
	Case Management:

	
	Maintained a thorough, up-to-date computerized log on each employee regarding personal data, compensation, retirement benefits, and other work related information.

Maintained and updated People Soft program daily

Trained on Kronos system as back up to H.R. Payroll assistant during absences

Updated and collected data from clocks for all hourly employees

Entered new hires, rate changes, crew changes, cost center and account changes

Entered work rules, adjusted punches and made corrected changes as needed.

Printed payroll register 

	
	Communication/Public Relations

	
	Signed up all new employees including offer of employment for staff positions
Dealt with employee concerns promptly on a daily basis

Provided crew distribution of schedule rotation on a weekly basis to all departments

Communicated with insurance carrier on all benefit matters
Liaised with Health & Safety coordinator and WSIB adjudicators 
Social coordinator to Children’s and Staff Christmas Party, Service Awards Dinner & Dance and monthly luncheons.                                                                    ..2

	
	Office

	
	Reception duties such as: answering phones , directing calls and serving clients

Preparing invoices and issuing purchase orders

Daily posting of inventory and accounts payable

Ordered materials when required

Worked with Microsoft Word, People Soft, and Kronos software


	
	Education/Acquired Learning

	
	Grade 12 diploma, Sudbury, ON
Training in People Soft System

WSIB Workshops

Pension Conferences

Work History
1988-2007 - Human Resource Assistant, 

Workhere Canada Corp, Sudbury, On
1984-1988 – Receptionist/Secretary, 

Orthere, Sudbury, ON


References available upon request
