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SUMMARY OF QUALIFICATIONS

· Extensive Human Resource Experience
· People and Business Management
· Knowledge of Windows  /  Excel Programs
· Strong Detail and Organizational Skills
· Honest and hard-working leader
· Interpersonal Skills:  Approachable / Accommodating / Can quickly establish rapport with personnel / Team Player
· Excellent Work Ethic
· Responsible  /  Dedicated
· Able to multi-task and work well in a fast-paced environment


	
EMPLOYMENT HISTORY

THE PHILADELPHIA PROTESTANT HOME:    February 2007  -  December 2018 
Position:  Benefits Coordinator/HR Assistant
Responsibilities: 
· Processing files for all onboarding  New Hires
· Workers Compensation and Legal Processes
· HR billing and reconciliation
· Tuition reimbursement
· Maintaining Personnel files 
· Processing . . .
Licensing for Nursing Staff  /  EEOC Reporting  /  Cobra Processing  /  Life Insurance
Long Term Disability Insurance  /  401K Plan  /  All Health Insurance/Dental Insurance
· Kronos Time and Attendance System 
· Paycom HRIS System Knowledge
· ADP Workforce Now System
· Plan and Implement Employee Relations Programs
· Coordinating Departmental Luncheons:  Employee of the Month  /  Years of Service Recognition    Retirement Luncheons   /   Benefits Fairs  /  Stress Relief Days

TARGET, Philadelphia, Pa:   September 2005  -  May 2006
Position:  Supervisor/Lead Position for Team Service Center
Responsibilities:
· Provided HR services for 230 team members including but not limited to Personnel Records
· Interviewing and hiring practices for all onboarding employees
· Kronos Payroll System processing and other HR related duties

WALMART, Philadelphia, Pa:   March 2003 - September 2005
Position:  Personnel Manager
Responsibilities:
· Managed all personnel records 
· Payroll Processing / Benefit Administration
· Interviewing
· Reviewed all hiring and onboarding practices for new employees
· Unemployment and Workers Compensation
· Oversaw the scheduling process for up to 400 associates

	



