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SUMMARY 

(Iuman Re ouree Admini Iral r \\ ilb pr lici n in mulli-La kin '. Te 1111 piny 'I' and illdividu I . ntri ulor 
\..h i \\ II I' anizcd an hi hi m tivatc bilil 10 dcfin problem. muk dCl.:i'ion and imp! 'men 

luti n. ,perli:;c in rganiLin) and c mpl lin pr ~cc \\ilh minimal lIpcr i i n. Adop 'n ily 11 

differ nl 11 ironm'nls and hi hl~ sJ..ill~d fll interlacing wilh internal nd xlcmal cu'l m . Maintain hi h 
pt:rs nal p rfomlancc 'tandard an on 'i:1 'nll)' pI' dUCt: quulit: \\ork. dditional kill include: 

uslomer FeLIs d - Datn l3a anagcmcnl - PI' e 's/Pr cedlIT 
Probl 111 R olulion R p rt opport ui-\.; Leamer 

PROFE SIONAL EXPERTENCE 

Xerox Corporation, Lewisville, TX 2004 - 2009 
taffing pecialist 

Generated external offer leiter and new hire packaoes for .. hir 

•	 lnillal d background and drug te ting proce and monitor d report \\ ith 100% quality. 

•	 Re ponded 10 ongoing inquiri from andidates. hiring manager and rccruilers and on i t nil\' 
r ognized f r cu tamer re pon ivcne . 

•	 Prc·'mpl yrnent re uirem nl re\ ie\ . and r pon ibilit I I n til) hiring manager~ and r que I tart 
dale. 

•	 Proce cd nt:\ hire in pa) I' II \' tern with r 'rr r . 

•	 ondll t d weeki conferenc aJ for no\ hire' question and an \\cr e" ion slIpportin n w mpan} 
on-b DIdin . 

•	 U d' Ie orfl r databa, 0 and run monlhly r 'p rI ,lind prO\ ide anal: i., as requc lcd. 

Xero\, Corpora lion. Lcwisvillc, X 1984 - 2004 
I-I uman RC'sourccs R('prcseo I.alive 
Providl:d (-Iuman R· ur l> upp rt \\'ithin a 'anI ri 111 d ntrali7 d C:1l ironml:nt fI r nati n\\ id 
cmpl ) cc p pu lali n of rthirt) th u -an '1l1pl yecs. 

•	 dmini tel' pr ce c pI' gram for cmplo cc tran fe op'n job po ling tuition aide. in 'Ur'dll' 

b neti • n \ hiro , pI' m Ii n . int mal offer letter... t rmination elc. 
•	 Re. I cd payroll issue' n qu tion \ ia cas management. 
•	 Pro idcd a i tance I manag m n and mploye - n benefi and all Human Re~our rclat d p lieie 

and proe dure decrea ing call 'm 'I' eall 
•	 Proc d compensation and alar)' action and oth r empl y e tatu chang increa ing level f ervi 

mctTi '. 
•	 Analytical 'uppor! pro ided to th Human Re urces p ration tanager. 
•	 laintaincd mplo e record and di tribut d infol1l1ation and mat rial con istently me ling ustom r 

requir m nt . 
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Xerox orporlltion, Lewi:sville X 1982 - 1984 
u~ tomer Relations Reprt;st'lltaiiv IC;;uJ 0 partment 

•	 Ilandled inbound 'U~LOrn r all r h ing. , I $, C i c fltld adminislrati .. e i" ue., 

•	 D cumentati n f i. u In as' 1ll0nlP men\. rn king. and Ihl\\ -up thrau h Iinal n; luti)fl, 

Xerox 'orporiltion, Lcwis\'ill(', T. IllSI - 1982 
el-vice Analyst/., liD artment 

•	 Provided mana emcnt rep rtin', auditing ';p n c rep rl und ~chcdulcd maint 'nance fi r om an) 
\chi Ie•• deliv ry ornew v ·hicle:> nel repln cmL:nlOr al' r lei \ chicle , 

Xerox Corporation, Lewisville, TX 1980 - 1981 
Receptionist - Switchboard PBX Operator . I $, rvl e. cimini trati c Departmenl 

•	 F al p inl to all visitor. in ludin gre ling and ensuring eu IOmer ne eI.. me', 
•	 R .ived and routed all in oming call t ariou departm n . 

ADDITIONAL SKILLSrrRAIN 'G 

Prall ienl in iero oft 0 fi 
Cu tom r Fi t: ix igma, ello" Bell; W rking Effe ti el in Team: Time anagemenl 


