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QUALIFICATIONS SUMMARY
Highly Qualified and Organized Professional with Extensive Human Resource and Administrative Leadership Experience. 

· Coordinating/Supervising Functions associated with Leaves of Absence
· Benefits Counseling
· Compliance – Labor/Federal Laws – Emphasis FMLA
· Personnel Records Maintenance
· Data Management
· Compensation/Payroll processing – Employees on Leaves of Absence
· Develop/Conduct Training Programs and Surveys
· Exceptional Interpersonal Skills
· Microsoft Office
SKILLS SUMMARY
· 
Administration/Management



· Provided various human resource services to university departments. 
· Assisted in operation of the Benefits & Absence Management Division.
· Managed Temple University FMLA and leave policies and procedures and insured compliance with state and federal policies. 

Communication
· Collaborated with researchers and Study Directors to aid in the development of survey instruments.
· Acted as liaison between Institute for Survey Research departments.
· Soliciting, tracking and editing for monthly James Brister Society electronic newsletter.

Teaching/Assessment
· Developed and conducted training programs for communications of leaves of absence and FMLA procedures.
· Designed, conducted and completed surveys as needed for Human Resource Departments.
· Trained clerical staff to maintain accurate tracking database for FMLA and payroll.


Detail Mastery/Organization

· Ensured disability claims were generated in a timely manner for processing.
· Coordinated benefit payments for employees’ health insurance. 
· Monitored daily and weekly reports; resolved employee problems; organized all requests and approvals for University leaves.
PROFESSIONAL HISTORY
SENIOR HR BENEFITS COUNSELOR/SUPPORT SPECIALIST, Temple University, Philadelphia, PA

EDUCATION/TRAINING
UNIVERSITY OF PENNSYLVANIA, Philadelphia, PA 					                                                         Bachelor of Arts, Anthropology 
AMERICAN ASSOCIATION FOR TECHNICAL ARTS AND SCIENCES, Philadelphia, PA   Paralegal Certificate 
TEMPLE UNIVERSITY, Philadelphia, PA			                                                                          Certificates: Supervisory Development Program; Presentations with Pizzazz; Management Academy

VOLUNTEER LEADERSHIP
UNIVERSITY OF PENNSYLVANIA, Philadelphia, PA 				Present	                                                         Alumni Class Co-Vice President  
UNIVERSITY OF PENNSYLVANIA, Philadelphia, PA 				Present	                                                         Co-Chairperson/Newsletter Contributor - Communications Committee – James Brister Society
UNIVERSITY OF PENNSYLVANIA, Philadelphia, PA 				Present	                                                         Newsletter Contributor – Black Alumni Society
                              









