Richard A. Warrington

35 Eugene Drive ~ Belchertown, MA 01007 ~ Home Phone (413) 324-1040 ~ Cell: 413-364-6530 ~ richardwarrington@charter.net
Higher Education Summary: Progressive professional with effective communication skills with college staff, faculty, students, alumni and business representatives. Implemented web-based database which over 90% of the enrolling freshmen class have registered the last three years. Implemented FOCUS Career test to freshmen experience classes. Conducted a pilot program for implementation of e-portfolio’s. Maintain and supervise web-based database with services, employers, students, alumni, and employment and internship opportunities. Organize and manage college and consortium job fairs. Conducted audit of Work Study program and reduced budget by 25% by conducting manpower survey.
Personal Attributes: Proven ability to take tasks from ground zero and organize, structure and produce a productive, effective, and useful service. Key strengths in the ability to maintain focus on organizational goals, manage multiple projects, and to adapt to change.

Human Resource Summary:  Review résumés, cover letters, and interview prospective candidates when requested, post job advertisements utilizing various on-line job search engines and publications. Negotiated contractual agreements with employment agencies of offers of employment of temporary and temp-to-hire employees. Developed job descriptions and requirements utilizing appropriate software, maintain employer web-page and promoted the college at appropriate employer job fairs. 
PROFESSIONAL EXPERIENCE:












Director of Career Services, HR Generalist, American International College, Spfld, MA

Oct. 98 - Present


· Counsel and review student résumés, aspects of career advising, internships, employment and registration in the job posting database.

· Organize, supervise, and manage all aspects of job fairs.

· Represent the college as a member of the College Career Centers of Western MA, (CCCWM).
· Develop and maintain Career Services web-site with available resources. 

· Perform career testing utilizing FOCUS2, Self-Directed Search (SDS), Career Exploration Inventory (CEI), and Barriers to Employment Success Inventory (BESI).
· Utilize CAMS software to access academic records and ADP software to process worker hours. 
· Implemented portfolio project utilizing Folio21 and career inventory FOCUS2 with pilot freshmen classes.

· Establish and maintain employer contacts for employment opportunities and internships within Interfase database.

· Attend classes and conduct careers events to promote services, internships, and jobs.

· Attend college open house and orientation programs.

· Manage college work-study program placing and advertising work-study opportunities for students.

· Manage Graduate Assistant employment program.

· Manage and train a staff of 5 personnel.

· Conduct the graduation employment survey.

Human Resource Generalist/Position was created and approved by the work I contributed.
Oct. 98 - Jun. 09 
· Place advertisements for vacancies through various employment web-sites and publications. 

· Developed process and procedure to post advertisements and forward resumes and other documentation.

· Negotiated fees and hours with employment agencies of temporary and temp-to-hire employees.  
· Review resumes and interview candidates for employment when requested.

· File, maintain and forward resumes to appropriate personnel. 
· Administered SkillCheck Professional software to test candidate skills when requested.

· Maintain college employment web-page and bulletin board with available vacancies.

· Wrote job descriptions and requirements using appropriate software.

· Conducted student worker audit to determine manpower needs.
EDUCATION:














Springfield College, Springfield, MA


Master of Education in Counseling and Psychological Services

Student Personnel Administration

University of Massachusetts, Amherst, MA

Bachelor of Science, Sport Management

Minor: Psychology

Mount Wachusett Community College, Gardner, MA

Associate of Science, 
Human Services

ADDITIONAL WORK EXPERIENCE:











United States Postal Service, Westboro, MA

Mail-handler 

· Loaded mail onto proper trucks for transportation throughout the Northeast. 

Stuarts Department Store, Athol, MA

Loss Prevention Detective

· Conducted monthly of audits of specific items.

· Apprehended shoplifters, documented and maintained files of incidents and attended court hearing when required.

· Utilized security cameras and recorded violations.

United States Army, Disabled Veteran (60%)
Operations Supervisor, 2nd Infantry Division Postal Service

· Supervised, managed, and scheduled work hours of over 40 personnel. 

· Conducted monthly reviews, managed accountability of registered, insured and certified mail.
· Abided by and enforced all federal and military postal regulations.

· Prepared mail for transportation to different locations throughout the Pacific theater.

TECHNOLOGY SKILLS:












Interfase, Folio21, Optimalresume.com, College Central Network, Focus II, ONET, ADP, CAMS, Descriptions Now!, Microsoft Office, and On-line Job Boards. 


WEBINARS/CONFERENCES:












“Avoiding the 10 Biggest Job Search Mistakes”, March 6, 2009, Kevin Karmers

“The Seven Secrets to the Hidden Job Market”, February 26, 2009, 1-2 p.m, hosted by Donald Asher, The University of Tennessee, this is part of The University of Tennessee Professional Development Series.

“Infusing Pop Culture in Career Services, Virtual Seminar”, Tuesday, November 06, 2007 

“Multicultural Best Practices for Career Centers and Recruiters”, Virtual Seminars, Wednesday, December 05, 2007. 

PROFESSIONAL AFFILATIONS:











College Career Centers of Western Massachusetts


(CCCWM) Current

National Association of Colleges and Employers



(NACE) Current

National Academic Advising Association




(NACADA) Current

National Career Development Association



(NCDA) Current

National Association of Student Personnel Administrators

(NASPA) Past

Massachusetts Educational Recruiting Consortium


(MERC) Current
American College Personnel Association



(ACPA) Past

New England Association of Employment in Education


(NEAEE) Current
COMMITTEES:














Student Engagement Committee

College Assessment Committee

Graduate Assistant Committee

Athletic Task Force Committee

Title III Grant Committee

Student Work Study Committee
