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Driven self-starter that is capable of functioning with minimum supervision. A team 
player who is attentive to detail and able to work in a fast-paced environment. 
Excellent organization, verbal and listening skills. Comfortable in interacting with all 
levels of organization and public. Highly capable of answering a high volume of 
incoming calls while handling in person inquiries from clients and colleagues.

EXPERIENCE

Jr. Personnel Administrator
ABC Corporation - FEBRUARY 1975 – 1979

 Processed and audited over 1,500 personnel awards.
 Tracked over 380 Red Cross messages.
 Tracked status and location of over 250 deceased/injured .
 Initiated the required actions for employees to obtain and keep 

updated life insurance, records of emergency data and family 
notification procedures and passports and visas.

 Proactively worked with associates and their managers to ensure 
understanding and fair application of personnel policies, programs 
and benefits of the organization.

 Facilitated resolution of personnel conflicts.
 Managed recruitment efforts and developed strategies to fill 

positions.

Personnel Administrator 
Delta Corporation - 1974 – 1975

 Executed general accounting duties such as audit, accounts 
receivable, collections, received and posted payments using APS; 
balanced drawer and made .

 Handled general personnel duties; reviewed resumes and applications
for recruiting prospects.

 Managed general office duties filing, bookkeeping, data entry, 
developed spreadsheets and maintained order compliance.

 Answered multi-phone lines and radio dispatches effectively and 
efficiently.

 Responsible for overseeing Floor Managers and Sales staff.
 Managed detailed scheduling to ensure adequate staffing through 

high- volume holiday season.
 Training new employees.
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EDUCATION

 Human Resource Management in Project Management - (Saint Leo 
University)

SKILLS

Microsoft Applications, Multiple Company Based Software/databases.
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