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Human Resources Summary
Extensive background in Human Resources, including but not limited to Recruitment, Employee relations, Benefits administration, Policies/Procedures and Legal compliance.
													
Professional Experience
													
Calcom Technologies
Human Resources Specialist						01/2019 - Present
*Credentialing 
*Prepare/Review Contractual agreements
*On-boarding
*Orientation
*Processing invoices
*Participation in Information Technology Presentations
*Maintain IT inventory (laptop/computers)

Comhar, Inc
HRBP/Employee Relations Manager						11/2015 - 12/2018
*Conflict resolution for over 600 staff/200 contractors
*Processed work related injuries claims
*Attendance at unemployment hearings
*Participated in the annual Open Enrollment process
*Investigated abuse/neglect claims
*Implemented and updated the policy and procedure manual
*Staff and managerial grievances
*Administered post-accident drug/alcohol screening 
*Conducted exit interviews
*Acted as liaison between payroll and HR and assisted with payroll tasks

Mid-Atlantic Healthcare/York Nursing and Rehabilitation
Human Resources Generalist						12/2014 - 11/2015
*Posted open positions on the job board and website
*Processed employment background checks
*Composed offer letters 
*Entered all new hire information in the HRIS database
*Participated in arbitrations with union officials and staff
*Verified eligibility and provided FMLA paperwork to staff 
*Ensured staff enrollment during open enrollment process
*Processed hardship withdrawals/loan applications
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Liberty Resources, Inc. Philadelphia, PA
Human Resources Manager    				03/2013 - 04/2014
Human Resources Generalist  				12/2012 - 03/2013
*Processed leave of absence request
*Verified eligibility for hardship withdrawals
*Processed work related injury claims
*Audited monthly billing (i.e., medical, vision, dental)
*Lead annual open enrollment process

Kidd International - Washington, DC	
Human Resources Manager   					12/2005 - 07/2012
*Posted open positions
*Interviewed potential staff
*Implemented policy and procedures 
*Processed FMLA/ADA request
*Participated in Arbitration meetings
*Ensured newly hired staff was processed via database.
*Facilitated staff training on proper lifting techniques.


Education
													

Wharton School of Business - Program of study CEBS
Germantown High School     - Academic Diploma Received

Affiliations:
Society for Human Resources Management (SHRM)

Computer Skills: MS Office (Excel, Outlook) 
Ultipro
Kronos
Microsoft Word 7
Ceridian 





