
GEMMA A. IANNESSA
123 Bainbridge Drive
Aliquippa, Pa 15001
GIannessa@aol.com
Cell (412) 779-2659

Home (724) 203-1067

QUALIFICATIONS & EXPERIENCE:

1.  Education

· Master of Arts - Edinboro University, Erie, PA, Psychology 1995

· Bachelor of Arts - Edinboro State College, Erie, PA, Elementary Education 1981

2.  Human Resources Experience – Non-Commissioned Officer (NCO) in Charge of the U.S. Army Pittsburgh Recruiting Battalion Human Resources (HR) Department from 2002-2006:
· Responsible for all staffing requirements at the Battalion Headquarters and five subordinate organizations supporting a total of 23 managers, 258 military positions, 128 civilian employees and directly supervising 52 U.S. Army Reserve Recruiters and 28 civilians
· Assisted management in forecasting position vacancies, reviewed and made suggestions for gaining efficiencies regarding current employees and their assignments, prepared applicable hiring authorization documentation, created and revised job descriptions, posted job openings to government and civilian employment web sites and print media publications
· Ensured application packages from prospective civilian employees were complete and in accordance with Army policy and procedures, verified appropriate licensing and certifications were genuine and up-to-date for applicable positions, conducted all hiring interviews and made all hiring decisions for civilian positions
· Maintained all military and civilian software programs supporting employees regarding personnel data, leave (sick/vacation) and pay data
· Counseled employees on time and attendance policies and proper procedures
· Maintained hardcopy local personnel files to ensure appropriate documents were entered into applicable software programs, purged files when hardcopies were no longer required and made necessary inquires to higher headquarters to determine employee eligibility as necessary 

· Determined training requirements for new and current employees, wrote the training program curriculum and conducted all training for employees 
3.  Leadership and Multi-tasking abilities – Pittsburgh Recruiting Battalion Operations NCO from 2002-2006:
· Supervised and reviewed the work product of 13 civilian employees whose duties included; 
· Responsibility for civilian time and attendance, payroll and accounting
· Maintaining military and civilian personnel records
· Managing budget records for office supplies, furniture, computer equipment procurements and travel and training expenses

· Procurement and inventory control for all furniture and computer equipment
· Ordering and purchase of office supplies

· Inventory and maintenance for over 275 motor vehicles
· Booking of all personnel travel requirements, reconciliation of travel vouchers and accountability for the Battalion’s travel budget   
· Supervised and approved the work of 6 Public Affairs employees who provided support for; 
· Media releases
· Local distribution of Army recruiting advertising
· Coordination of special event display booths (e.g., local and state fairs)

· Retrieval of all local school enrollment rosters for distribution to Army Recruiters

· Advertising and visits by Army Recruiters at local high schools and colleges
· Ordering and distribution of Army recruiting advertising handouts such as calendars, pens and mouse pads
· Event planning involving dignitaries from local, state and Federal government
· Speech writing for the Battalion Commander’s guest speaking engagements 

· Supervised and ensured compliance with Army regulations and the ethical conduct of 10 military Guidance Counselors whose duties entailed providing potential Army enlistees with;
· Details about all Army occupational fields and specialties
· Information regarding Army pay, education and other benefits

· Initial duty assignment choices and limitations 

· Reviewed approximately 250 Army enlistment contracts monthly for accuracy, completeness and legal implications and sufficiency written by the Battalion’s Guidance Counselors

4.  Interpersonal and Communications skills;

· Aliquippa School District, Aliquippa, PA., 2007-2008, teacher, responsible for educational health and welfare of eight special education, four gifted and eight regular education students including creating and implementing daily lesson plans. Designed and implemented a gifted program for second grade students now permanently adopted by the Aliquippa School District
· Center Area School District, Center Township, PA., 2006-2007, substitute teacher, responsible for implementing daily lesson plans in the absence of regular education teachers.  2007 Coach of the Year, Center Township Girls Softball League
5.  Technology Knowledge and Skills - More than 15 years experience with MS-Word, MS-Excel and MS-Outlook and Word Perfect applications
6.  Insight, Intelligence and Problem Solving;

· U.S. Army, Fort Sam Houston, TX, 1996-2000, Recruiting Station Commander responsible for supervising, training and evaluating 10 military Recruiters, ensuring that they perform their duties in accordance with Army regulations, policies and directives;   Sponsored and coordinated functions such as County Fairs and Veteran’s Day Parades involving community members and leaders, educators, city, state and government representatives
· U.S. Army, Fort Sam Houston, TX, 1990-1996, Military Policy Company, Personnel Officer, provided all administrative personnel support for 210 military personnel
AWARDS & RECOGNITIONS
· U.S. Army Recruiting Command Senior Staff Member of the Year 2004, 2005 and 2006

· U.S. Army Pittsburgh Recruiting Battalion NCO of the Year 2002, 2003 and 2005
· U.S. Army Recruiting Command Recruiter of the Year 1998, 1999 and 2000

· U.S. Army San Antonio Texas Recruiting Battalion NCO of the Year in 1997
· Big Sister in the San Antonio Big Brother/Big Sister Program 1994-2000



