CHERYL BONAPARTE
407 Tory Estates Clementon, New Jersey 08021 
856-693-4513
bonaparte1263@yahoo.com 

SUMMARY of QUALIFICATIONS
To obtain a challenging and rewarding position in the Human Resources field that will enable me to use my organizational skills with the goal of increasing responsibility and advancement. Employ extreme confidentiality and discretion. Ability to handle multiple tasks and work under time sensitive deadlines.  Team player with excellent interpersonal skills.
EXPERIENCE
Holy Redeemer Health Systems-7/2017-present

Human Resources Assistant

· Responsible for inputting of employee and applicant information into the HRIS System.

· Develops and implements a plan to coordinate and enter all current employee information.
· Completes employee verification forms and return within two business days or if information is needed from Payroll, submit to Payroll within two business days.

· Screens prospective applicants and informs them of the

· requirements, duties, skills and abilities needed for each position and determines their fit within the Agency.

· Assists in the coordination and planning of employee activities.

· Conducts and participates in new employee orientation on a monthly basis.  Updates materials for orientation program on an as needed basis.

CARE Pavilion – 11/2010 to 07/2017
Human Resources Assistant
· Assist in the hiring of staff  including; application packets, new hire packets, issuance of  id badges, completion of background checks and drug testing.
· Conducts new employee orientations, ensure understanding of the policies, benefits plans and enrollment provisions.
· Keep management advised of potential problem areas, recommend solutions as appropriate, and when necessary assist with employee relations and discipline procedures.
· Create necessary reports to assist departments managing staffing, control cost and make accurate decisions.  Maintain worker’s compensation, safety and OHSA logs.  Conduct monthly safety  meetings
· Partner with department managers in the implementation of employee processes to meet building goals.
· Enter and maintain employee paper and electronic files including terminations; process appropriate correspondence within deadlines, while ensuring confidential information is not compromised.
· Notify and enroll benefit eligible employees into Medical and Dental plans. Act as liaison between employee and insurance providers to resolve benefit related problems and ensure effective utilization of plans and positive employee relations, referring difficult or very complex complaints to director as needed.
·  Coordinate and implement all benefit processes including communicating changes, auditing records and resolving employee coverage errors
Hewlett Packard/Xerox/ACS –  11/2008 – 12/2009, 4/2010 - 6/2010,  8/2010 – 11/2010

Customer Care Support Specialist/Benefits Administration Representative
Pension Benefits Coordinator – Temporary Positions
· Assisted participants of various clients during annual enrollment.
· Assisted participants with changes and enrollment into the pension plans.

· Assisted participants with retirement and death benefit payouts.

Prince Telecom - 8/2007 – 2/2008
District Human Resources Generalist
· Supported and assisted District Management with all Human Resource related functions.

· Ensured all clerical and administrative procedures were completed on a timely and efficient basis. 
· Conducted telephone screening and personal interviews, new hire orientation; administer pre-employment tests; conduct reference checks.

TARGET CORPORATION - 8/2006 - 8/2007
Service Desk Trainer Team Member




            
· Trained and educated staff to increase knowledge and create high levels of motivation to inspire team to achieve results.

· Provided fast, fun and friendly service to Target guests, both face-to-face and by supporting sales floor teams.

· Facilitated keeping the Target brand experience consistent, positive and welcoming for guests.
· Trained employees on the operations of the front end front service desk.

UNION SERVICE CORPORATION - 6/2005-1/2006
Flex & Cobra Services Administrative Assistant 
· Assisted Reimbursement Services Director with daily operations of Flex Plan and COBRA department. 
· Prepared enrollment materials and data entry for new elections, processed change of status forms and prepared matrix change reports.
· Utilized flex system to post payroll deposits, enter claims, and verify payroll.  
· Utilized COBRA software system to enter new COBRA applicants, post payments, print and mail correspondence.
MEDQUEST Inc.                                                                                                                     12/2003-09/2004
Human Resources Management System Coordinator
Planned Parenthood, Philadelphia, PA


                                               07/2003-12/2003 
Human Resources Coordinator-PT 

Harrison Career Institute Corporate Office, Voorhees, NJ                                                 02/2002-07/2003 
Human Resources-Payroll Coordinator 
Harcourt Inc, Bellmawr, NJ 






     03/1999-02/2002 
Human Resources Coordinator
Kennedy Health Systems







     07/1998-02/2002

HR Clerk
Showboat Hotel/Casino







     03/1983-06/1997

Personnel Records Clerk
EDUCATION 
Bachelor of Arts in Education (B.A.), 1981-1985 - completed 74 Credits 
The College of New Jersey, Ewing, New Jersey 

COMPUTER SKILLS 
Microsoft Office ( Internet Proficient ( AS400 systems (PeopleSoft (ADP (Win Star (Pay Chex, (Lawson                    Power Plus ( Ceridian (Kronos, Travis Cobra Systems, UltiPro
