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Experience
	January 2018 TO present
HR Assistant, Esperanza inc.
*Compliance of employee personnel files
*Tracking, maintaining, and completing employee background clearances for FBI fingerprints, PA Child Abuse, and PA State Background
*Employee Relations
*Collection and Organization of timesheets, execution of payroll process and PTO tracking
*Coordinating and executing 5 yearly all staff events
*Provide administrative support to both HR coordinators and VP of HR
*Perform new hire orientation
*Verification of Employment

JULY 2015 TO AUGUST 2017
NANNY/ SPECIAL NEEDS CARETAKER
*Responsible for care of two children, one with severe Cerebral Palsy
*Gastrointestinal tube feeding every two and half hours
*Measurement and distribution of multiple medications
*Operation of specialized wheelchair, wheelchair lift, and handicap van
*Collaboration with school issued LPN to customize child’s special needs daily
*Completion of Self Hired Respite Worker program through the ARC of Essex County


Education
	May 2015
Bachelor of Arts, Montclair State University
Minor in Italian

	


Skills
	Excellent communication 
Record keeping and organization 
	Experienced with ADP and PPI/AETNA
Proficient in Microsoft Word, Excel, and PowerPoint, Google Sheets and Docs



Activities
Staff member at the National Hispanic Prayer Breakfast- June 2018
Team member of the Italian Club- Montclair State University- 2012-2015
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