
ELIZABETH ENCARNACION




             lizziefuentes1007@gmail.com
4908 Gransback Street  |  Philadelphia  |  PA  |  19120  |  215.917.0810  

PROFESSIONAL SUMMARY

Highly competent HR Assistant with strong knowledge of office administration and human resources operations. Known for having a deep understanding of customer service, recruitment, interviewing, hiring, benefits, workplace safety, and compliance. Highly skilled in organization, time management and confidentiality.


EXPERIENCE:

V&V MANAGEMENT SOLUTIONS, Philadelphia, PA



Human Resources Assistant
June 2017 – present
· Maintain filing and record-keeping in accordance with government regulations
· Reviewed Post internal job openings (10-15 per quarter)
· Conduct child abuse, FBI, state criminal and reference checks for potential hires 
· Interview job applicants (10-15 per quarter)
· Coordinate, track, and administer on-site pre-employment drug testing
· Train new hires and cross-train employees
· Address questions about benefits, open enrollment, overtime, and company policy
· Collect and input employee performance and contact information 

· Maintain filing and record-keeping in accordance with government regulations
· Attend weekly meetings on safety training and promotion of a safe environment  
· Assist with day-to-day operations of HR department as assigned by HR Director 
DEPARTMENT OF PUBLIC WELFARE, Philadelphia, PA



Community Service Clerk 
December 2016 – June 2017
· Processed all incoming mails and prepared district mail for shipments
· Organized and maintained all clients file and record 
· Handled all incoming renewals, applications, SARS forms
· Distributed drop box documents to income and cash assistance workers 
PENN 1 DENTAL, Philadelphia, PA



Dental Receptionist  
September 2015 – December 2015 (Temp Position)

· Maintained and managed patients records in compliance with security regulations 
· Documented treatment information in patients record and file it accordingly  
· Scheduled, rescheduled and helped with appointment cancellation process 
· Monitored and maintained inventory of office supplies and ordered them as necessary
· Assisted patients in completing necessary forms and documents 
· Greeted patients and visitors; registered patients accordingly    
TEMPLE HOSPITAL, Philadelphia, PA



Dental Receptionist  
November 2010 – February 2013

· Maintained patients appointments and inputted patients information into the database 
· Verified and updated patients information on regular basis 
· Held multiple session of patients education and informed them on procedures and policies 
· Conducted weekly safety meeting to minimize work compensation claims in the office 
EDUCATION:     
KENSINGTON HIGH SCHOOL (DIPLOMA) – Philadelphia, PA 
PHILADELPHIA COMMUNITY COLLEGE (PERSUING ASSOCIATE DEGREE) – Philadelphia, PA 
RELEVANT SKILLS:
· Languages: Fluent in Spanish
· Microsoft Word, PowerPoint, and Excel

· BeyondPay (Kronos Platform)

· Applicant Tracking System (ATS)
