REBECCA I. FELICIANO
| Cellular Phone: (631) 618-6212 | Email: rebeccafeliciano@yahoo.com



Objective Summary:
To work for a company where my strong work ethic, my abilities, and skills can be utilized and expanded upon to make a significant positive contribution to the overall running of its business.
Professional skills

· Microsoft Office Skills:
· Word, Excel, Outlook;
· Payroll Skills, ADP, and QuickBooks.
· SmartLinx. SigmaCare, Relias, Reliable( Charts)
· Knowledge of state, federal, city, taxes, union and nonunion employees, all facets of payroll. 
· Knowledge of human resources laws, ethics and human resources duties. 
· Administrative skills, people skills, great communication skills and professional work ethic. 
· Detail oriented, and organized
Education
Studied at Hunter Business School - Computerized Accounting. - 2012-2013
Yonkers School District - High School Diploma
Professional Relevant Experience


ARISTA CARE NURSING CENTER- REHABILITAION AND LONG TERM CARE-   	Linden, NJ (Temp Position)

Human Resources Manager/ Director-  

[bookmark: _GoBack](02/18/2018- 04/27/2018)
                                                                                                                                            
· Processed bi-weekly payroll. Approved over time, vacation, sick time, and PTO. (Estimated 400 employees)
· Implemented new policies and procedures.
· On boarded new hires, ran background checks, handled drug tests, ran the verification of licenses and certifications, and ensured compliance.
· Provided job offer letters for new hires, job descriptions, and benefits they were entitled to, and a pay rate/salary policy agreement form. (Non-exempt/ exempt).
· Handled orientations for new hires. 
· Handled terminations, Cobra, and payout for employee’s that resigned.
· Handled unemployment cases through email.
· Tracked the FMLA, Disability, and worker’s compensation.
· Handled disciplinary actions, time and attendance, and grievances.
· Handled employee related issues.
· Addressed management (department heads) issues.
· Educated department managers, on new hire requirements. What their responsibilities were at their position. Labor laws and the employee’s rights. And union policy.
· Responded to inquiries and guided management regarding facility’s policy and procedures.
· Provided system generated employee I.D numbers, printed and assigned I.D badges to new hires.
· Processed all employment and salary changes, such as transfers, promotions, terminations, labor allocations, and name changes, while ensuring the supporting documents are received.  
· Reviewed and processed disability, worker’s compensation, and administrative leave of absence changes.
· Answered any concern’s regarding employees pay and benefit’s. 
· Provided DOH with requested information on new hire personnel charts.
· Notified department managers/ directors of expired leave of absence, FMLA, worker’s compensation, disability.
· Tracked and monitored time and attendance, evaluations, PPD’s, certifications and license expirations. 
· Handled renewals for C.N.A certifications.
· Attached memo’s to employees regarding their PPD follow up shots and renewal of licenses.  

BROOKSIDE MULTICARE NURSING CENTER – REHABILITATION AND ACUTE CARE FACILITY- Smithtown, NY- (Temp Position) 
                                                                                                      
Human Resources Clerk-   
                                                                                                                                     (05/17/2017-07/31/2017)                         
· 
· Handled the onboarding of new hires, and off boarding of terminated employees.
· Scheduled orientation for new hires. On boarded agency employees.
· Worked with 400 employees.
· Audited employees charts, I-9 binders, CNA certificates, and LPN’s, RN’s, OT’s, PT’s, RT’s, Speech Therapists, and Social Worker’s licenses.
· On a monthly’s basis, submitted paper work for renewal of CNA’s certificates, yearly evaluations, probation evaluations, and, annual physicals.
· Revised job descriptions. In addition, called applicant to schedule an interview, and called candidate to offer him or her the position.
· Created new hire folders for new hires. I-9’s, w-4, PPD physical forms, corporate compliance, job descriptions employee handbook, employee history card, job application, and employee pay acknowledgement form hourly or salary.
· Posted internal positions and collected job bids. Awarded positions to seniority only.
· Ran background checks for new hires, and schedule fingerprinting.
· Submitted disability form’s to 1199 for those on disability through fax. Informed the union, and created a chart for them as well.
· Submitted worker’s compensation claims for those on worker’s compensation to risk management. And created a chart for the employee as well.
· Would notate on employee’s card date of LOA for both disability and worker’s compensation.
· Updated employees’ history card on salary increases.
· Practiced HIPAA, and OSHA regulations.
· Handled disciplinary actions. (E.g., verbal, and written warnings, then suspension). Sat in on disciplinary meetings with administrator and directors.
· Handled grievance’s for union employees.
· Provided Assistance with union dues.
· Set up accounts for new hires with Sigma Care, and Relias software.
· Handled coworker disputes and sexual harassment cases.
· Provided assistance to all union and nonunion employee’s.
· Typed forms for job verification as requested by employee.
· Typed various documents for employees as requested.
· Provided job verification as requested.
· Verified employee date of hire salary history to 1199 union as requested.
· Ran the office in the absence of my Human Resource Director.
· Provided what was needed and requested of Department Of Health during survey (auditing).
· Handled in services.
· Received access to the Department of Health’s site-(Health Commerce System). Where I was given access to important information.
· Worked independently and assisted when needed.
· Printed I.D badges for new hires. 
· Assisted employees regarding their pay or union dues.
· Answered employee’s questions regarding medical benefits, 401k, and vacation time.
· Answered phone, faxed, scanned, emailed, and filed.
· Assisted all department directors with recruiting for new hires.
· Inputted new hires into time clock.
· Inputted new hires into Relias software.
· Worked on Sigma Care software, Relias, and Charts (Reliable).
·  Conducted a two week investigation on a sexual harassment case.

INSTITUTES OF APPLIED HUMAN DYNAMICS-(IAHD)-(Non Profit) - Tarrytown, NY- (Temp Position)  
Human Resources Generalist-                                                                                     
 (12/05/2016- 01/13/2017)
· Answered the phones. Answered any questions regarding pay, hours, and benefits. And any additional questions regarding worker’s compensation. 
· Processed verification of employment for former employees as requested from new employers.
· Processed background checks.
· Entered new hire information into paycheck software.
· Filed and scanned new hire information into paper vison, and HRIS software.
· Ensured compliance with all new hire.
· Assisted human resources manager and director with additional administrative responsibilities.
· Assisted with orientation for new hires Verified I-9’s for new hire, and called job references that were provided. 

MANPOWER/ ESTEE LAUDER WAREHOUSE - Melville, NY
(06/01/2015-06/23/2015)
Staffing Coordinator/ Supervisor- (Temp Position) 

· 
· Supervised a staff of 60 employees
· Provided assistance to the second shift supervisor.
· Performed verification of attendance.
· Made sure all associates are clocked in and clocked in correctly.
· Monitored associates are not leaving early for break and not coming back late from break.
· Provided all administrative tasks as needed.
· Assisted with orientation for new hires every Friday.
· Provided miscellaneous duties as well.
· Recruited temporary warehouse staff.
· Provided written and verbal warnings to those whom were late and did not adhere to policies and procedures.


RIGHT AT HOME HOMECARE - Patchogue, NY- (Temp Position)

Administrative Assistant/Office Manager- 
            (02/2015-03/2015)     
· 
· Processed weekly payroll through QuickBooks.
1. Printed out the invoices from QuickBooks and mailed them out to clients.
1. Processed the medical billing
1. Handled the recruiting.
1. Phone screened the applicants and set up the face to face interview.
1. Set up orientation.
1. Made sure all employees were in compliance. 
1. Completed the I-9 and check job references.
1. Made copies of the driver’s license and social security card and placed it into the employee’s file.
1. Was responsible for supervising staffing coordinator.
1. Handled the intake for new clients.
1. Assisted with scheduling, and inputting the correct time for the employee’s hours.
1. Input all information of new hires into the computer. Brought in mail and sorted mail. Utilized HHA exchanged software





ALL METRO HEALTHCARE AGENCY- Port Jefferson, NY- (Temp Position)
Payroll/ HR Coordinator -  
(08/10/2014-12/10/2014)

· Processed weekly payroll for 300 employees. (LPN, HHA, PCA).
· Monday’s began payroll, handled the exceptions, time and attendance.
· Verified all hours were correct, and made any adjustments for overtime. 
· Verified timesheets and adjust hours correctly.
· Handled payroll discrepancies. Inputted accruals into excel spreadsheets. Inputted new hires into Payroll software and removed terminated employees.
· Inputted bank information of employees for direct deposit. Paid state and federal taxes. Knowledgeable of state multi- state taxes. 
· Communicated with management through Outlook. On boarded new hires, and ensured compliance.
· Processed payroll for in services training
· Ensure compliance for employee’s
· Processed background checks, and collected I-9 information. 
· Inputted new hires into SmartLinx software. Faxed documents. Sort incoming mail and mailed out mail. Printed out payroll report and called all employees to verify if they worked the shift they were scheduled.
· Utilized ADP software for payroll.
·  Filed timesheets according to insurance code and alphabetical order.
·  Answered phones and direct the phone to the appropriate party
·  Assisted staffing coordinators
·  Assisted in staffing for emergency placement. 
·  Picked up timesheets from one branch to the next
·  Mailed out and prepared checks for pick up for employees.
·  Scanned and email timesheets etc.
·  Faxed documents.
·  Processed mileage reimbursements on excel spreadsheets
·  Scanned and email on outlook
·  Sort incoming mail and mailed out mail.
·  Sent requested time off, sick day and vacation days to corporate for authorization
· Utilized ADP software for payroll.
·  Filed timesheets according to insurance code and alphabetical order.
·  Answered phones and direct the phone to the appropriate party
·  Assisted staffing coordinators
·  Assisted in staffing for emergency placement. 
·  Picked up timesheets from one branch to the next
·  Mailed out and prepared checks for pick up for employees.
·  Scanned and email timesheets etc.
·  Faxed documents.
·  Processed mileage reimbursements on excel spreadsheets
·  Scanned and email on outlook
·  Sort incoming mail and mailed out mail.
·  Sent requested time off, sick day and vacation days to corporate for authorization
· Utilized ADP software for payroll. Processed mileage reimbursements on excel spreadsheets. Scanned and email on outlook
· Filed timesheets according to insurance code and alphabetical order.
· Answered phones and direct the phone to the appropriate party
· Assisted staffing coordinators; Printed out payroll report and called all employees to verify if they worked the shift they were scheduled.
· Assisted in staffing for emergency placement. 
· Picked up timesheets from one branch to the next. 
· Printed out payroll report and called all employees to verify if they worked the shift they were scheduled.































