Erik Lamberty
2215 Longshore Avenue, Philadelphia, Pennsylvania 19149
267-269-1988 – lamberty0619@gmail.com

Qualification Summary

Performance-driven, insightful with proven ability to achieve and exceed all business-developed goals in high-pressure environments. Analytical and excels at finding solutions and improvements. Well organized and strive to be a team player so that the company can succeed. 

Professional Experience

CGFNS International, Philadelphia, Pennsylvania
International Credential Analyst, 2016-2018
· Vetted and managed 200+ applications at any given time to prevent potential risk and legal implications due to fraudulent educational records and foreign Nursing Licenses
· Interacted with The National Council of State Boards of Nursing (NCSBN) regarding perspective applicants
· Assisted applicants with acquiring a valid Nursing License for the United States
· Produced detailed reporting of applicants’ educational history and provided one on one consultations to ensure the accuracy of the applications
· Researched the education systems of foreign countries and ensured I was within compliance of the requirements implemented by the NCSBN 
· Trained new hires on procedures for producing reports that needed to be sent to the NCSBN
· Consistently maintained a high level of established production goals.
· Committed to a high degree of accuracy to maintain satisfactory compliance reviews. 

Duane Morris, Philadelphia, Pennsylvania
Benefits Clerk, 2012-2016
· Assisted the Director of the Benefits Department and coordinated with the legal hire department
· Maintained accuracy of the employee benefits database as well as the employee benefit records
· Consolidated medical insurance invoices with firm generated reports to ensure accuracy of payment processing which prevented monetary overpayment
· Enrolled new employees in company provided medical, dental and life insurance programs and created their benefits packets
· Provided one on one consultation for employees needing assistance with available benefit programs
· Ensured necessary information was provided and processed any modifications as needed to adhere with benefits related compliance
· [bookmark: _GoBack]Trained employees regarding time and attendance using the HRIS system created by the firm
· Committed to a high degree of accuracy to maintain satisfactory compliance reviews. 

Fox Rothschild, Philadelphia, Pennsylvania
Records Clerk, 2009-2010
· Efficiently managed records for all clients held by the firm
· Communicated with Iron Mountain to ensure the records were stored offsite for specific time frames and organized for destruction when needed

Education and Skills

Bachelor of Science in Business Administration
Minor in Criminal Justice
Holy Family University, Philadelphia, Pennsylvania

Skills
Microsoft Excel; Microsoft PowerPoint; Microsoft Word; Time and Attendance Software, HRIS, Basic office equipment; CPR/AED certified
