Ashley Morgan

HUMAN RESOURCES COORDINATOR

© Boston, MA % (555) 372-9415 & ashley.morgan@email.com i@ linkedin.com/in/ashleymorgan

Summary

Human Resources Coordinator with 3+ years of experience supporting HR operations, recruitment coordination,
and benefits administration for organizations of 500+ employees. Proficient in ADP Workforce Now and
BambooHR, with a strong commitment to accuracy, compliance, and a positive employee experience.

Skills

« Recruitment and Hiring « Employee Engagement and Retention « Benefits Administration « HR Software and Systems

« Communication and Interpersonal Skills

Experience
Human Resources Coordinator Jun 2021 - Present
State Street Corporation Boston, MA

Support HR team of 8 in day-to-day HR operations including onboarding, benefits administration, and employee record
management for 1,200 employees.

« Coordinated onboarding for 150+ new hires annually, achieving 4.8/5.0 new hire experience satisfaction score
« Administered benefits enroliment for 1,200 employees, processing 200+ life event changes with 99.9% accuracy
« Maintained employee records in ADP Workforce Now, conducting quarterly audits to ensure 100% data integrity

e Scheduled and facilitated 300+ interviews per year, coordinating availability for 50 hiring managers across 8
departments

HR Assistant Jul 2019 - May 2021
Fidelity Investments Boston, MA

Provided administrative HR support for 400-employee asset management division, handling recruitment logistics and HRIS
data entry.

¢ Processed new hire documentation for 80+ hires annually, ensuring complete [-9 compliance with zero audit
exceptions

» Coordinated scheduling and logistics for 200+ interviews annually across multiple business units
* Prepared weekly HR reporting metrics on open positions, time-to-hire, and headcount for HR Director review

+ Responded to 50+ employee benefits inquiries per month with 95% first-contact resolution rate

Education

Bachelor of Science in Business Administration (HR Concentration) 2015 - 2019
Northeastern University Boston, MA
Human Resources Management GPA: 3.6
Certificates

SHRM-CP (SHRM Certified Professional) 2022

Society for Human Resource Management
Professional certification in human resources knowledge and competencies



Languages

English
Native
Spanish
Intermediate

Hobbies

Volunteering for community events



