James J McGoldrick

12020 Alberta Drive

Philadelphia, Pennsylvania 19154

E-mail: JJMcGoldrick@aol.com

(215) 637-0345

_____________________________________________________

CAREER OBJECTIVE:

A position in a results-oriented company that seeks an ambitious and career conscious person, where acquired skills and education will be utilized toward continued growth and advancement. 

_____________________________________________________

EDUCATION:

B.A., Computer Management Information Systems, 9/99 to 12/01

Holy Family College, Philadelphia, Pennsylvania

GPA-3.63

B.A., Management-Marketing, 9/91 to 5/97

Holy Family College, Philadelphia, Pennsylvania

_____________________________________________________

SKILLS:

Windows xx, Microsoft Office (including: Word, Excel, Access, and Powerpoint), Lotus Notes, ORACLE, SQL, Visual Basics C++, Novell Netware 5.0, ARIS, Computer Hardware and Software Installation and Set-up.

_____________________________________________________

STRENGTHS:

Excellent technical skills and knowledge.  Ability to learn software at an accelerated rate.  Skilled in problem solving and troubleshooting.  Ability to deal with a crisis in a calm, professional manner.  Strong skills in multi-tasking.  Extensive experience in customer and employee relations.  Skilled in organizing events.  Demonstrated ability to analyze business issues.  Able to organize material and information in a methodical way.  Good analytic and planning skills.  Ability to delegate. 

_____________________________________________________

WORK EXPERIENCE:

Recruiting Support Specialist, 9/00 to 04/01

Accenture, Philadelphia, Pennsylvania

Coordinate operational activities in support of recruiting including the collection and tracking of resumes, and maintaining applicant tracking system and other recruiting systems.  Track applicant data.  Manage post-acceptance processing of recruit/candidate files including payroll data entry, and ensures quality of the file.  Coordinate billing for expenses for all recruiting events.  Responsible for inventory of all materials.  Request background checks.  Manage the new hire setup process. Manage administrative functions.  Recruit file maintenance.  Perform special projects as needed by supervisor.  Ensure all off-site interviews, fairs and information sessions run effectively.  Ensure all on-site interviews and presentations run effectively.  

Restaurant Manager, 11/98 to 9/00

Wendy's, Dresher, Pennsylvania

Assisted with data entry of inventory and payroll.  Responsible for posting and comparison of bills for P&L purposes.  Responsible for the monitoring, controlling, and ordering of inventory.  Executed and controlled in-store recruiting and hiring of employees.  Conducted the Crew Orientation and Training Program.  Manage costs by communicating and monitoring prep and production levels by the crew.  Manage labor costs by evaluating labor needs against projected sales.  Responsible for safety coordination in the restaurant.  Identify and solve problems that affect sales and profits.  Operate and maintain the store to maximize profitability and customer satisfaction.  Certified Professional Food Manager.

Restaurant Manager, 6/91 to 11/98

Little Caesar's, Fairless Hills, Pennsylvania

Assisted with implementation and transition to computerized system.  Responsible for data entry of employee files and inventory. Hire, train, and supervised all employees. Participate with store marketing and sales building.  Responsible for achieving par levels for all controllable costs.  Responsible for monitoring and ordering inventory.  Prepare employee scheduling.  Perform a variety of duties independently.  Utilize customer service skills.  Certified Professional Food Manager.

