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Whitney Reyes
	45 E Church Lane Apt #2, Philadelphia. PA 19144*(267) 207- 5078*wreyes215@yahoo.com

	Whitney Reyes

	Objective

	Seeking employment with a company where my talents and skills can grow and expand the company and its goals.
Education

		Drexel University
	[bookmark: _GoBack]Philadelphia, PA                                     Aug 2015-May 2017
	Philadelphia, PA

	Thomas R. Kline School of Law
Master of Legal Studies 
Concentration: Human Resources Compliance 



 Lincoln University                   Oxford, PA                                            Aug 2006-May 2011
 Bachelor of Science in General Science
 Minor: Biology

Experience                                

	June 2018- Present                           Temple University                                        Philadelphia, PA

	HR Admin Assistant-(Temporary Contract)
· Ensure background checks are completed and compliant with Child Protective Services Law (CPSL).
· Handle requests for information from employees, supervisors, and hiring managers related to new staff potentially being hired and on-boarded.
· Assist employees with the background check process as needed
· Work collaboratively with Compliance Manager to make suggestions for streamlining the employment screening process internally
· Notify the Compliance Manager of recurring problems, recommend solutions, and follow up on outstanding requests/ reports
· Work closely with the HR Business Partners and Talent Acquisition to complete requests timely and efficiently 
· Handle quality assurance and compliance of required certificates for assigned vendor sites; collect and document certifications from sites
· Manage the Compliance email inbox and/or Department voicemail
· Scan and audit documentation of employee certifications and background checks into BANNER software
· Assist with coordination of clinics held to maintain certification requirements 
· Assist with university-wide information sessions 
· Work on special projects as needed
· Provide coverage for Reception in the Front Office as needed


	
Jan 2017- May 2018                   McBee Associates Inc.                            Wayne, PA
HR Assistant 
· Set up new hires in internal applications, including employee notice, outlook, welcome email, HR application, IS ticket, Access Request form, timekeeping/vacation hours set up.
· Process all employee related changes, such as change of status, salary increases and terminations through ADP Workforce now.
· Assist HR Supervisor with new hire orientations and gathering new hire paperwork.
· Submit background check for new hires, and upon request. 
· Assist Talent Acquisition Specialist with scheduling interviews, prescreening candidates and resumes.
· Create and ship new hire paperwork kits and gift bags as needed.
· Order and distribute business cards for new hires, promotions, and upon request.
· Process monthly ADP, sanction checks and business card invoices.
· Complete incoming unemployment, employment and mortgage verifications.
· Complete and report monthly sanction checks for the company.
· Maintain up-to-date records of all RN licenses and special certifications.
· Maintain active and terminated employee personnel files and I9 forms.
· Assist Director of Human Resources and department with reporting needs, special projects upon request.
· Assist with monthly performance review creation/ set up.
· Run monthly billable revenue reports and input for performance reviews.
· Assist Corporate Training manager with tracking and monitoring all employee training attendance and follow-up with employees about registering for mandatory trainings.
· Act as a back up to HR Supervisor in the department.


	Aug 2012- Jan 2017
	Allied Universal Security Services Corporate Headquarters
	Conshohocken, PA

	
HR Department Clerk
· Responsible for filing high volumes of confidential documents and handling all 
administrative duties for the Human Resources and Benefits Department.
· Facilitation of paperwork completion for all new hires.
· Responding to faxes, emails and inbound/outbound calls to clients all while in compliance with HIPAA.
· Process all employee related changes, including new employee set-up, departures, office moves, and team changes.
· Help manage employee files, assist with employment verifications for current and prior employees, manage department email inboxes, coordinate business card procurement, special events, assist with training logistics, and other projects as needed.

	
	Philadelphia, PA

	
	
	Philadelphia, PA

	








	Skills 

· Proficiency with Microsoft Office (Word, Excel and PowerPoint)
· ADP Workforce Now 
· Banner Software
	
	Philadelphia, PA



