
Mary Laurence Lelina-Ford 
 Mary.Lelina@gmail.com |  | sites.wp.odu.edu/marylelinaford/ 

Dedicated professional with experience working with a diverse population for more than 20 years, the ability to adapt to 
any environment, and proven leadership skills. Looking to switch career from Human Resources to Cybersecurity. 

Currently pursuing a BS in Cybersecurity.  

Education and Certifications 
 Old Dominion University- anticipated graduation May 2025

Bachelors in Science - Cybersecurity
 National Academy of Sports Medicine

Certification in Personal Trainer
 AED/CPR Certified via the American Heart Association
 University of Phoenix

Masters in Management Business Administration
 Temple University

Bachelor in Arts & Science – Sociology – Research and Data Analysis
 Community College of Philadelphia

Associate in Arts & Sciences in Cultural Science and Technology

Work Experiences 

MDT, LLC (DMT Incorporation) McDonald’s – Richmond, Virginia 
Human Resources and Office Manager 
May 2019 - Present 
 Perform general administrative duties.
 Process the onboarding of new hires.
 Maintain personnel files of both active and inactive employees.
 Process and maintain employee benefits.
 Create and publish company monthly newsletters.
 Process and maintain payroll records.
 Process and maintain company payables.
 Serves as a customer service representative.

Kenner Army Health Clinic - Fort Lee, Virginia 
Medical Support Assistant 
October 2017 - August 2018 
 Served as a referral tracking assistant to the Managed Care Division of Kenner Army Health Clinic
 Performed general administrative support for the Managed Care Division of the clinic.
 Managed referral process by reviewing and deferring to network civilian providers.
 Maintained patient medical records such as consults or results of the referral.
 Front desk and first-class customer service provider.

The Paradies Shops – PHL Airport Philadelphia, PA 
Human Resources Assistant/Specialist 
April 2008-July 2014 
 Supported and assisted the Human Resources Manager in achieving all Human Resources goals.
 Performed general administrative duties.
 Scheduled and organized activities such as meetings, events, and conferences.
 Processed background checks for new hires.
 Assisted in new hire orientation and training process.
 Maintained personnel files and employee time and attendance records for both union and non-union employees.
 Assisted in employee benefit enrollment for sixty-plus employees.
 Created schedule and approved paid time off for twenty-six employees for eight shops.






