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	Professional Profile

	To obtain an Administrative position in which my customer service, payroll, clerical/office, and human resources skills will contribute to greater office efficiency and productivity

	ADP
Quickbooks
Data Entry
Microsoft Outlook
Microsoft Power Point
Microsoft One Note
	SmartSheet
Microsoft Excel
Accounts Receivable/Payable
Ultipro
Record Keeping
Timekeeping 

	Professional Experience

	Public Health Management Corporation, Phila., PA
05/2018 - Present
Administrative Assistant
Responsibilities:
· Liaison with PHMC administrative services including human resources, accounting, and building management.
· Schedule meetings and catering.
· Act as Timekeeping coordinator for NNCC staff.
· Process expense reimbursements and payment requests.
· Invoice funding agencies.
· Track and order office supplies and other needed equipment/supplies.
· Update and maintain filing system.
· Assist with grant management and application process, e.g. enter grant applications into grants.gov.
· Other clerical and administrative duties as assigned

	SarahCare Home Health Agency, Jenkintown, PA 
04/2014 – 10/2017
Payroll Supervisor
Responsibilities:
· Helped managed payroll for an organization of 1600+ personnel.
· Oversaw the day-to-day processing of payroll for employees, including review of timesheets and computing pay in accordance with FLSA.
· Assisted with auditing and responding to manager/owner.
· Entering direct deposits, liens wage garnishment, and child support holdings correctly into ADP Payroll System. 
· Assisted in internal and external office employee’s and skilled employee’s timesheets/mileage usages.
· Supervised a team of 15 payroll assistants & specialists.
· Handled a high volume of incoming and outgoing phone calls daily regarding payroll issues/questions 
· Perform weekly/monthly audits for timesheets.
· Distributed all payroll checks via mail/direct deposit. 
· Stop payments for direct deposits or paper checks when needed.


	Vertical Screening, Warminster, PA
12/2013 – 04/2014
Human Resources Researcher
Responsibilities:
· Responsible for researching and verifying previous employments, degree verifications and conducting professional and professional references.
· Responsible for meeting daily quotas of researches done.
· Researching contact information for the businesses, schools/colleges, listed on reference to check for accuracy. Processing all reference checks, background checks, telephone interviews to company's database and systems. Managed customer calls effectively and efficiently in a complex, fast-paced and challenging call center environment.
· Administrative duties and recordkeeping.
· [bookmark: _GoBack]Sending complete employment verification documents to employers.

	Education

	Franklin Towne Charter High School, Philadelphia, PA
High School Diploma
06/2003

	References

	References are available upon request.
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