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hUMAN RESOURCES PROFESSIONAL
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A highly dependable, detail-oriented Human Resources professional with over ten years experience in customer service, including sales and administrative roles. Ability to work in a fast paced, high volume environment using organizational and problem solving skills in handling workload and special projects. Excellent oral and written communication skills. Bilingual: English and Spanish. Proficient in all MS Office products and Internet.
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Career Summary
OLYMPIC STEEL, INC. – Bedford Heights, OH                                                    
                         2008 – 2010
Corporate HR Programs Specialist
                                                                                                    2009 – 2010
· Assist in the implementation and administration of base and variable pay programs

· Coordinate company-wide annual merit review process administration and communication

· Perform basic job evaluation requests for new or revised positions 

· Prepare and/or modifies job descriptions to reflect responsibilities and minimum 
qualifications

· Evaluate and compute market pricing of jobs using salary analysis tool under general 


supervision to determine appropriate salary grade and FLSA assignment

· Participate in compensation surveys; Assist with market pricing activities and associated 

internal/external analyses as requested

· Assist with the development, preparation, and distribution of compensation and performance 

management communication and reference materials

· Conduct basic interpretation of total compensation and performance management 


administration policies and procedures

· Oversee the timely completion of 30, 60, 90, and annual performance reviews company-wide

· Input and analyze performance review records in HRIS system
· Coordinator and administrator of companywide Affirmative Action Programs and EEOC 

compliance, including implementation, analytics and reporting.
Corporate HR Administrator
                                                                                                              2008 – 2009
· Provide administrative support to Corporate HR Director to resolve company-wide employee 
relations situations

· Coordinate recruitment & selection activities for the Corporate Office including, but not 
limited to:  

· Consult with hiring managers to design targeted recruitment strategies

· Create job advertisements & post job opportunities

· Screen resumes & prescreen candidates by conducting phone interviews

· Develop & conduct structured on-site interviews, coordinate interviewing schedules, 
& administer selection testing

· Draft offer & rejection letters, also serve as a resource for preparing relocation 
packages

· Assist with the coordination of orientation schedules & conduct new hire on-boarding

· Maintain corporate-wide file room and administer record retention for 1,000+ employee files

· Track applicant flow and new hires to support Affirmative Action Plan

· Responsible for maintaining employee bulletin boards and communications as needed

· Coordinate employee events and activities (i.e., corporate citizenship initiatives, company 

socials, etc.)

· Monitor company-wide supply of HR-related materials, i.e., employee handbooks, training 

manuals, orientation packets, anniversary cards, etc.

· Responsible for development and coordination of first Corporate University training program 
for high potential employees; continue to successfully manage semi-annual training program

SHERMAN TITLE AGENCY, INC. – Parma Heights, OH                                                            
2006 – 2007
Escrow Officer / Funder

Responsible for all loan disbursements and any transactions related to escrow account.

· Accurately balanced loan and customer funds on all files for sale and/or refinance transactions.

· Responsible for the precise disbursement of all funds to customers, lenders and other agencies.

· Efficiently reviewed all documents for accuracy

· Responsible for accurately maintaining escrow account for the agency, including monthly reconciliation.

RESOURCE TITLE AGENCY, INC. – Independence, OH                                                          
  2005 – 2006

Escrow Assistant 

Assisted in preparation of files for title and escrow transactions.

· Accurately prepared files for foreclosed properties purchase transactions.

· Assisted escrow officer and customers in the process of closing the loan.

· Efficiently reviewed all documents for accuracy and mailed out to lenders in a timely fashion.

· Responsible for the precise disbursement of all funds to customers, lenders and other agencies.

NATIONAL CITY BANK – Brecksville, OH                                                                                   
2003 – 2005          

Quality Control Auditor / Admin

Review home equity line of credit files in a high volume / high paced department.

· Audit all file documents for accuracy and log accordingly.

· Research and fulfill file and document requests from other National Home Equity departments, title companies or closing agents.

· Effectively handle special projects and assignments as instructed by management.

· Consistently meet company and departmental quality goals.

STATE FARM INSURANCE AGENCY – Jeffrey C. Krotine, Agent – Cleveland, OH           
2001 – 2002

High volume insurance agency.                                                                                            
                   1997 – 1999

Office Representative

Provide total office/administrative support to an office staff of five people.

· Accurately quoted insurance premiums and effectively sold policies.

· Responsible for accurately maintaining premium fund account for the agency.

· Assisted staff with the licensing process and maintenance of license dealing directly with the Ohio Department of Insurance and other supporting agencies.

· Assisted in expanding business account base through new business development with a marketing concentration on the Hispanic community.
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Education / Licenses
Bachelor of Business Administration, Management & Labor Relations – Human Resources

Cleveland State University – Cleveland, Ohio

Graduated Cum Laude
Associate of Science Degree

Cuyahoga Community College – Cleveland, Ohio
Certified Professional in Human Resources
Insurance Licenses of State of Ohio

Property & Casualty

Life & Health 

Notary Public for State of Ohio 
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Associations & Memberships

MEMBER OF THE NATIONAL SHRM
MEMBER OF THE SHRM – CLEVELAND CHAPTER  
MEMBER OF THE BETA GAMMA DELTA
VOLUNTEER FOR VARIOUS NON-PROFIT ORGANIZATIONS: 
Girls Scouts, March of Dimes, Hispanic Community Social Clubs
