Gemma Sawa

Success driven HR profesional with over 10 years experience in an administrative / HR setting.

Philadelphia, PA 19154

missgemdoll@gmail.com

267-421-6094

-Success driven and dedicated HR professional with over 10 years’ experience in a medical, HR and emergency setting.

-Demonstrated proficiency with computers, interpersonal communication skills, HR, medical terminology and great organizational skills.

-Detail oriented with a focus on sensitive and confidential material.

-High level of efficiency and accuracy, while being able to handle multiple tasks simultaneously. -Goal oriented, driven and passionate about meeting deadlines and exceeding expectations. -Proficient with timekeeping and payroll software

-Dedicated HR Specliast with experience in recruiting, talent acquisition, and applicant tracking.

Authorized to work in the US for any employer

Work Experience
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Court Reporter

Social Security Administration Disability - Philadelphia, PA February 2018 to Present

Serves as a court reporter for the appeals process at Social Security Disability Hearings. -Types up an accurate transcript of the court proceeding. Type over 100 WPM

-Assists the Judge with claimant's and representative's paperwork and exhibits (1696's and 827s) -Utilizes medical and legal terminology and shorthand to condense transcripts

-Maintains a rapport with all judges, attorney's, vocational experts, medical experts, witnesses and claimant's throughout the court process

Human Resources Specialist

National Care Human Services - Willow Grove, PA

November 2015 to December 2017

Served as the HR Specialist for a Human Service Agencyy (over 100 employees), which provided support to individuals with intellectual and developmental disabilities. Maintained accurate records of all employees, including tracking records, job training and background screenings. Regularly updated employee’s demographic information to be compliant with HR and HIPPA regulations. Was responsible for company bi-weekly payroll, timekeeping and implementing policies and procedures.

· Maintained all HR records

· Responded to all payroll inquiries from employees

· Handled conflict resolution and escalated employee complaints

· Recruited, hired and pre-screened all applications

· Organized new hire paperwork (W-4, I-9 forms)

· Conducted employee background screens

· Wrote employment offer letters and agreements

· Regularly tracked and maintained employee’s training records

· Maintained an accurate database of receipts and expenses

· Ensured all employee’s charts met HR regulations

· Disseminated information via E-mail to new applicants

· Monitored and audited employees time records through Chronotek

· Processed bi-weekly payroll through PayChex (Approximately 150+ employees)

· Updated monthly exclusion list through LEIE, SAM and Medicheck

· Handled Unemployment and Workman’s Compensation claims

· Conducted metrics and analysis

· Was primarily responsible for all written correspondence on behalf of the office

· Tracked employee's PPD and physicals

· Implemented policy and procedures

· Updated the company handbook

· Talent Acquisition

· Conducted new hire orientation

· Created census logs and statistical information

· State audits

· Benefit Administration

· Employee relations

· Updated and revised the employee handbook

HR Onboarding Specialist (Temp)

Day & Zimmermann - Philadelphia, PA

October 2017 to November 2017

-Oversaw the onboarding process of new hires for client

-Verified the accuracy and detail of I-9 forms and work authorization documents -Verified all new employee eligibility through the E-Verify system

- Utilized SAP and Guardian systems to input onboarding data of new hires

Affiliate Relations (Temp)

Rush Order Tees | Printfly - Philadelphia, PA

September 2015 to October 2015

Responsibilities

Helped with administrative tasks in the affiliate relations department for 5 weeks.

· Maintained a friendly rapport with all affiliates and vendors on behalf of the company

· Confirmed rush orders in an effort to keep transactions from failing

· Ensured and verified all issues among vendors for accuracy and quality control

· Updated the billing and deductions for all vendors

· Was responsible for all written correspondence to affiliates on behalf of the company

· Relayed information to vendors for a prospective contract with company

· Reached out and searched for new vendors to expand the company network

Skills Used

Admin, Clerical, Data Entry, Telephonic and Written Correspondence,

Administrative Support

Department of Homeland Security / GCS - Philadelphia, PA July 2011 to June 2015

Provided excellent administrative support to the Federal Protective Service (Department of Homeland Security). On a daily basis I tracked, verified, received and disseminated information for prospective emergency and non-emergency situations. Additionally, I dealt with highly confidential and time sensitive material as it pertained to the Department of Homeland Security and the Federal Protective Service.

· Was promoted to a level 3 out of 4

· Secret Government Clearance

· Responsible for the territories of ME, VT, CT, MA, NY, NJ, PA, DE, VA, MD and WV

· Organized and processed all transmission through system

· Executed, generated and reported all federal communication to the appropriate party

· Accurately documented FPS tracking statistics into system

· Monitored Alarms which resided on federal property, while making the necessary notifications

· Accurately prioritized numerous tasks simultaneously

· Provided general telecommunication services as it pertained to the Department of Homeland Security

· Made the necessary notifications for threats and other prospective emergencies to the appropriate party

· Utilized individual judgment and made critical decisions

· Dealt with very time sensitive and confidential information

· NCIC, SIS and APCO Certified

· Accurately processed and handled all administrative tasks in relation to federal detainments and arrests

· On a daily basis, I handled all electronic and telephonic communication on behalf of the IRS, SSA, FDA, NARA, ICE, USSS, USMS, ATF, VA, DOL, DOD, FEMA, TSA, USCG, USCIS, DOJ

· Made all the necessary notifications for threats to the president and other high ranking officials

· Security Information Training

· Federal Emergency Training

ER Patient Access Coordinator

Nazaerth Hospital - Philadelphia, PA

April 2009 to April 2010

Provided excellent customer service skills as a Patient Access Coordinator in a high volume emergency room, where it was my responsibility to extract and document all relative patient identification information into system. On a daily basis I had to prioritize work flow, while obtaining accurate and detailed information for hospital billing purposes. At any given time, I dealt with very irate patients and their families while still maintaining a high level of tact and courtesy.

· Obtained and entered all patient demographic information into system

· Registered all patients accurately and in a timely manner

· Checked for insurance eligibility

· Entered all physician charge entries into system

· Broke down and separated all patient data information into charts

· Properly inputted all patient’s discharge dispositions into system

· Collected and documented all insurance co-pays

· Correctly identified and documented all Auto Insurance and Workman’s Compensation claims for billing purposes

· Properly utilized medical terminology to identify and document patient’s stated medical complaints

· Maintained a high level of organizational skills in an effort to protect all patient’s confidentiality

· Assisted the requests of multiple physicians

Administrative Assistant

Dr. Mia Strazzeri - Philadelphia, PA

June 2007 to April 2009

Served as an administrative assistant to the doctor where I coordinated and managed numerous office tasks for secretarial purposes. On a daily basis I processed and prepared all medical charts for billing purposes, while also obtaining referrals and pre-authorizations. Additionally, was primarily responsible for all written correspondence and communication issues that emerged on behalf of the office. Also helped organize doctor’s personal business, and oversaw the staff to make sure all operations were executed in a timely manner.

· Organized and processed all secretarial tasks and functions in a timely manner

· Scheduling

· Facilitated meetings and conferences

· Processed payroll for the office

· Pre-Authorizations (procedures and medications)

· Referrals (written and electronic)

· Mail distribution

· Health Insurances (HMOs, Medicaid’s and Medicare)

· Medical Billing and Coding (CPT-4, ICD-9 knowledge)

· Third Party Billing (Explanation of Benefits)

· Medical and Workman’s Compensation letters

· Dr.’s Personal Letters, Banners and Promotional Fundraising Ads

· Interviewed and screened potential applicants for office employment

· Coordinated and communicated with educational institutes to secure student externships for Medical Assisting and Medical Office Billing

· Dealt with very time sensitive material while maintaining confidentiality

Administrative Assistant

Dr. Eugene Vogin - Philadelphia, PA

October 1999 to June 2001

Assisted and helped the doctor with all relevant paperwork, including referrals, pre-authorizations, billing and doctor’s personal arrangements.

· Scheduling

· Medical Terminology

· Implemented office tasks and procedures

· Medical paperwork

· Referrals

· Facilitated conferences and meetings

· Helped secure travel authorizations for geriatric patients

· Telephonic communication with patients and other physicians

Education
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Bachelor's in Medical Management

Aspen University

November 2015 to 2018

Associates (60 College Credits) in Communications

Bucks County Community College - Bucks County, PA

February 2007

Master's Certification in Human Resource Management

Villanova University - Philadelphia, PA

Skills
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Microsoft Office (10+ years), Administrative Support (10+ years), Administrative Assistant (10+ years), Training (4 years), Coordination (10+ years), Type 95 WPM (10+ years), Medical Terminology', Medical Billing, Medical Administration (10+ years), Verbal Communication (10+ years), Telephonic Communication, Written Correspondence (10+ years), NCIC Certified (3 years), Secret Government Clearance, DOJ Clearance, Security Information Training (3 years), Federal Emergency Training (3 years), Statistical Analysis (10+ years), Tracking, Verifying, Receiving, Payroll, Travel Arrangements, Recruiting (3 years), Data Entry (10+ years), Human Resources (3 years), Payroll (3 years), Paychex, Timekeeping, Talent Acquisition, Metrics (3 years), Census Data (3 years), Talent Acquisition, Applicant Tracking (3 years), Employee Relations (10+ years), Policy and Procedures, Implementation (10+ years), Benefits Administration (2 years), Paychex (3 years), Chronotek (2 years), Executive Assistant (10+ years), FMLA (3 years), Department of Labor (3 years), Hr Policies & Procedures (3 years), HRIS (3 years), Badging Applicants (3 years), Employee Engagement (3 years), Employment Law (3 years), Interpersonal Skills (10+ years), Onboarding (3 years), Pre-Employment Screening (3 years), Written Communication (10+ years), Excel (10+ years), Database Management (10+ years), Analytical Skills (10+ years), Advanced Writing Skills (10+ years), SAP, Guardian, Employee Relations, Implementing policies and procedures (2 years), HR, benefits, ADP, MS Office

Links
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https://www.linkedin.com/in/missgemdoll/
Certifications/Licenses
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Masters Certification in Human Resource Management

Additional Information
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Administrative: HR, Secretarial, Data Entry, Written Correspondence, Telecommunications, Notification Procedures, Reporting Procedures, Statistical Tracking, Implementation, Verification, Scheduling, Payroll, Travel Arrangements, Coordinating, Meetings, Timekeeping

HR: Employee Verification, Background Screening, New Hire Paperwork, Physicals, Tracking, Employee Training Files, W-4 and I-9 forms, Workman’s Compensation Claims, Unemployment Claims, Payroll, Employee Timecards

Computers: Microsoft Office (Word, Excel, PowerPoint, Outlook), Type 90 WPM

Customer Service: Various

Medical Experience: Medical Terminology, Secretarial, Medical Shorthand, Referrals, Pre-Authorizations, Navinet, Meditech, Medisoft, Health Insurances, Medicaid’s, Medicare, ICD-9, CPT-4, and Third Party Knowledge

