
              Annette C. Abbate 

         706 Hulmeville Avenue 

                 Langhorne, PA. 19047

                 (215) 939-4424
    acabbate@msn.com
     SUMMARY OF QUALIFICATIONS
Skillful and dedicated Human Resources Professional with extensive experience of success contributing to the accomplishment of Human Resources practices and objectives that will provide employee-oriented, high performance culture that emphasizes empowerment, quality, productivity and standards, goal attainment, recruitment and ongoing development of a superior workforce.
· Demonstrated capacity to provide comprehensive support to operations team for employee relations issues.

· Adept at developing a detailed administrative process and capable of working in a fast paced environment while maintaining a high level of efficiency & confidentiality.
  CORE COMPETENCIES
    • Continuous Learner • Cost Reduction • Analytical • Employee Advocacy 

             • Communication • Vision Creation
         PROFESSIONAL EXPERIENCE

Temple University Health System   Philadelphia, PA
     June 2016 – Present

Senior Human Resources Coordinator, Compliance
· Provide employees with information on company policies/procedures

· Maintain employee information utilizing PeopleSoft including: new hires, terminations, performance ratings, supervisor changes
· Process monthly requisitions and check requests for department invoices

· Complete employment verification requests
· Create access badges for new employees, changes and terminate access as needed 
· Maintain records on all professionally licensed and/or registered employees, ensuring all licenses are renewed and current 
· Maintain department personnel files in accordance with federal and state law
· Assist HR Manager with special projects

· Perform additional administrative duties for HR Management team
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Nutri-Serve Food Management, Inc.  Burlington, NJ              October 2012 – May 2016
Human Resources Coordinator

· Uphold extreme discretion and confidentiality at all times
· Create external and internal job postings 
· Phone screen candidates 
· Assist with new hire orientation

· Administer benefits plans for medical, dental, AFLAC and 401(k) retirement plan
· Set-up and maintain ACA database program for yearly reporting
· Prepare and process files for FMLA, NJFLA, FLI and State disability claims
· Review, investigate and process workers’ compensation claims. 
· Complete annual OSHA reports 
· Gather and confirm employee data information for Federal and State annual reports
· Coordinate and submit 401K year-end compliance data submission
· Guide and support operations team with employee relations issues
· Represent company in the areas of unemployment claims, appeals and audits
· Implement and maintain HRIS system   

· Reconcile departmental invoices and submit to accounting department for processing

· Train and mentor HR Clerk 
Gamesa Technology Corporation, Inc. Langhorne, PA           November 2006 – September 2010

Administrative Assistant

· Support entire Human Capital Management Team
· Distribute daily department mail
· Create purchase orders for department invoices
· Practice company policies and apply procedures to functional responsibilities
· Prepare payroll documentation to ensure accuracy within ADP system 

· Research and respond to Human Resource inquires
· Compile and maintain visa and immigration documentation
· Collect and update monthly KPI management reports
· Coordinate interview schedule between managers and staffing agencies
· Ensure consistent follow-up communication with candidates and hiring managers throughout the recruiting process
· Provide quality customer service to potential applicants through various means of communication regarding employment eligibility 
· Assist with New Hire Orientation
· Coordinate front-gate security clearance for visitors
· Prepare and attend external job fairs 
· Process background checks
· Monitor pre-employment drug-screenings
· Prepare exempt and non-exempt offer letters
· Coordinate travel arrangements 

· Manage American Express expense accounts 

· Order and distribute department office supplies
· Complete job verification requests      

Aerotek Recruiting & Staffing Agency  Wayne, PA                 September 2006 – November 2006

Temporary to Permanent Hire 

Administrative Assistant (client Gamesa) job duties under Gamesa
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ICT Group Newtown, PA



      September 2002 - June 2006

Human Resources Coordinator
·     Counsel employees directly to resolve HR and Payroll issues

·     Prepare offer letters and new hire packets

·     Conduct new hire orientation

·  Prepare and distribute annual employee performance appraisal packets to
             Management

·  Create, update and maintain employee paid time off reports

·  Maintain employee census and HRIS system

·  Process background checks

·  Coordinate and attend weekly HR staff meeting
·  Maintain US and International filled position report

·  Assist in company events

·  Update Code of Conduct data and produce requested reports

Donaldson/Tetratec  Feasterville, PA


     August 2000 – March 2002

Senior Human Resources Assistant
· Select, schedule and interview job applicants for exempt and non-exempt positions
· Create internal job postings and external employment ads.

· Complete orientation process for all new hires

· Coordinate and set-up employee training/development programs, employee     activities, meetings and events

· Work along with management to ensure a safe and pleasant work environment 

· Successfully improve employee morale
· Furnish annual OSHA reports

· Manage workers compensation claims

· Update HRIS system

· Complete and prepare travel requests and expense reports

· Manage yearly benefits open enrollment 

· Process and maintain FMLA, STD, LTD, life insurance and tuition reimbursements

· Maintain and update yearly Affirmative Action Plan

· Process credential verifications for applicants and employees

· Responsible for the recording and handling of all recruitment invoices

· Cover front desk duties when needed

· Safety committee member

PROFESSIONAL SKILLS

Proficient in: MS Word, Excel, Outlook, PowerPoint, Access, SAP, ADP, Kronos, E-time PeopleSoft and Great Plains
AFFILIATION  
                         Member of American Society of Administrative Professionals

