Carlethia D. Collier                                 

1918 Patterson Court 






  ccollier@norcrosscrc.org
Lawrenceville, GA      






            678-357-9012 Cell

Human Resource Professional

Self-directed, dedicated, enthusiastic HR Generalist/Advisor with over 10 years of HR experience with an extensive background in recruiting and job placement. Excellent organizational, time management, problem solving and team building abilities. Experienced in analyzing problems, work performance issues and complaints by listening, observing, gathering, organizing and interpreting information.
 Strong knowledge of human resource principles, policies and laws.
Core Strengths
Staffing and Recruitment/ Employment Law/ HRIS Technologies/ Orientation and On-boarding/
Training and Development/Employee Relations/Job Descriptions/Performance Management
    Professional Experience
CORVEL CORPORATION
05/2002-Present

Duluth, GA

Sr. Career Advisor/Generalist
Facilitate weekly orientations for additional training and handle all new hire paperwork. Develop and organize on-boarding trainings for new employees. Update time sheets (ADP-etime), conduct background checks, and payroll information for all career advisors. Review social security cards and drivers’ licenses and other delicate information for eligibility for needs assessments or advanced certifications Call applicants daily for approval or denial for training program and handle all conflict cases and grievances. Research high demand occupations and conduct labor market research to conduct salary comparisons and report monthly accordingly. Serve as a liaison with the Department of Labor for referrals to the program. Work with educational institutions to follow status of students approved for additional training. Coordinate all recruiting events and attend job fairs. Also, administer assessments, maintain an applicant tracking system (GWS and TRACKSOURCE) and financial databases, review resumes and make job referrals.
GEORGIA DEPARTMENT OF LABOR

10/2001-5/2002

Norcross, GA 

DOL Services Specialist

Conducted daily interviews with job, program or unemployment insurance applicants to obtain all necessary information to provide employment assistance, assessment, referrals, training assistance and process unemployment insurance claims in a career center.  Accurately maintained and updated state applicant tracking systems. Completed unemployment claims based on government and employment laws, primarily EEOC and wage laws, policies and procedures. Processed interstate claims. Verified employment and set up predetermination hearings for eligibility. Developed and maintained cooperative relationships with employers and non-profit agencies. Prepared and assisted with job fairs and all recruitment activities.. Provided employers with labor market information and recruitment services.
MILITARY

Personnel Records Specialist
United States Army Reserve

02/1988-02/1996

Prepared and processed requests for transfer or reassignment. Calculated and Processed requests for promotion and demotion. Typed and processed new orders. Prepared and maintained enlisted personnel records monthly. Processed personnel transfers and calculated retirement points.  Processed recognitions for awards and decorations. Initiated process for passports and visas. Posted changes to army regulations and other publications. Updated insurance policies and prepared identity tags (dog chains).

EDUCATION

Master of Science                                                                                   

Human Resource Management
      
Troy State University
 Troy, AL
 Bachelor of Science             
     



                                   
Agribusiness
University of Florida
Gainesville, FL
CERTIFICATES/TRAINING

PHR Certification-(pending 12-11)

Human Resource Certification Institute

Career Development Facilitator
Kennesaw State University
2002

