Janice N. Aouta
233 Lardner Street

Philadelphia, PA  19111

267-968-0750

aoutajn@yahoo.com
Objective:
To obtain a challenging position in the Human Resources Department with  an opportunity for advancement. 
Experience:
Saber Dresher Hill Health & Rehabilitations

1390 Camp Hill Road

Dresher, PA 19034

September 2016 –Present

Human Resources Specialist/Payroll & Accounts Payable Coordinator
· Conduct orientation for all new hires.
· Submit criminal background, OIG and E-Verify check along with drug screens.
· Enter all new hire paper work in Oracle HR.
· Assist new hires with BenTek for benefit elections.
· Process FMLA ,PMLA applying HR procedures and policies 
· Complete all transfers, rate changes, direct deposit, terminations in Oracle HR.
· Process all payroll transactions daily.

· Submit payroll through E-time bi-weekly.

· Process all vendor invoices weekly.

· Maintain all personal and medical files.
· Conduct open enrollment with some assistant from the corporate office.
Conicelli AutoPlex Conshohocken, PA

February 2016- September 2016
Human Resources 

· Reviewed application in KPA.
· Submitted background checks, drug screen and E-Verify. 

· Conducted orientation for all new hires.
· Entered new hire information into KPA.

· Processed benefit elections for new hires and any changes.
· Processed FMLA and PMLA applying HR procedures and policies.
· Reconciled monthly medical bills with some assistants from manager.
· Maintained all personal and medical files.
Chestnut Hill Nursing and Rehabilitation Center Wyndmoor, PA

2015 – 2016
Human Resources Specialist/ Payroll
· Processed payroll bi-weekly.
· Processed the necessary paper work for new hires.
· Submitted background checks, OIG, E-Verify and FBI check.

· Yearly evaluation for all employees.
· Attended unemployment hearings.
· Scanned all files to the corporate office weekly.
· Monthly audits for all nursing license and certificate.
· Yearly audit by the state on new hires personal and medical. 

Elkins Crest Rehabilitation Center Elkins, PA
2011 – 2015
Human Resources Specialist/Payroll & Accounts Payable Coordinator
· Conducted orientation for all new hires.
· Processed the necessary paper work for new hires.
· Submitted criminal background, OIG, E-Verify checks and drug screens.
· Sent out employee performance evaluations monthly.
· Processed all payroll transactions daily.
· Submitted payroll to Kronos bi-weekly.

· Processed vendor invoices weekly.
· Scanned all paid invoices in Oracle AP system.
· Maintained employee personal and medical files.
ResCare Home Care Spring House, PA
2010 - 2011
Staffing Coordinator

· Scheduled time for clients and employees weekly.
· Informed clients, employees and managers of the time schedule.
· Reviewed referrals for clients.
· Entered time in the computer system for employees and manager.
Progressive Nursing Staffers Bala Cynwyd, PA

Payroll/Billing Specialist 

2001 - 2009
· Processed payroll checks daily for the staffing nurses.
· Processed all payroll transactions weekly.
· Scanned all new hired documents into the payroll system.
· Processed all accounts payable invoices for payment weekly.
Education:

· High School Diploma

· Medical Consultants Instruction Training Center - Certificate 2010

· Buck County Community College - Certificate 2014
National Health career Association 

· Certified Phlebotomy Technician

· Certified EKG Technician

Computer Software: 
· Oracle HR, KWA, Kronos, PeopleSoft
