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Objective
My objective is to attain a position in a strong, professional Human Resources team that encourages dedication and fruitful hard work in which I can both exercise and increase my organizational and administrative skill set.
Skills & Abilities
· Bilingual
· Completely fluent in both English and Spanish.
· Tech Savvy
· Experience with HR systems such as Paychex Flex and StratusTime
· Experience with all Microsoft product usage (Excel, Word, PowerPoint, Outlook etc.)
· Communication skills
· Self motivated
· Ability to work under pressure
· Adaptability
· Team player
Experience
	Sales Associate, MetroPCS Authorized Dealer, 1665 State Hill Rd, Wyomissing, PA 19610
· Operated cash register
· Customer service
· Autoactivated cellular devices
· Conducted various troubleshooting tasks on cellular devices
· Cleaning / Store maintenance
	July 2014-June, 2015

	Store Manager, MetroPCS Authorized Dealer, 1665 State Hill Rd, Wyomissing, PA 19610
· Supervised employee transactions
· Troubleshooted store equipment
· Supervised and auditing inventory
· Made weekly deposits
· Evaluated work performance and reported to the district manager.

	June 2015-June, 2016

	HR Assistant, Berks Community Health Center, 645 Penn St. Reading PA 19601
· New Hire Onboarding
· Ran background checks, obtained and tracked clearances (FBI Fingerprints, Child Abuse, County and State Background Checks, OIG)
· Scheduled and review pre employment physical and drug screens
· Created personnel and medical files
· Scheduled and organized the new employee orientations
· I-9 Verifications
· Conducted bi-annual personnel file audits
· Assisted in open enrollment process for employee benefits
· Enroll and update employee enrollments
· Assisted in payroll process 
· Attended to employee complaints ad inquiries
· Processed FMLA certifications for employees
· Processed workers comp claims
· Processed the offboarding for terminated employees
· OSHA reporting 
· Tracked all work-related injuries/illnesses in the OSHA 300 log
· Posted the log summary at respective locations
· Reported major injuries to OSHA
· Projects
· Recreated of the interview question packet/process
· Assisted in the creation of the preceptor training process
· Created and updated HR SOPs
· Assisted in the recreation of the employee evaluation tool
· Recruitment
· Posted internal and external open position listings
· Conducted phone screenings of viable candidates
· Scheduled interviews with hiring managers
· Ran and obtained references 
· Sent rejection letters to candidates

	June 2016 – December, 2019

	ACA Insurance Navigator, Berks Community Health Center, 645 Penn St. Reading PA 19601
I assisted as an insurance navigator at my current employer during the 2017 Affordable Care Act open enrollment period. The duties performed were as follows:
· Conducted navigator appointments
· Created and processed applications through healthcare.gov
· Renewed applications through healthcare.gov
· Assisted qualifying consumers with the Medicaid application
· Educated consumers on the ACA and health insurance options
· Maintained updated and accurate knowledge of the marketplace
· Followed up with consumers after they’ve been enrolled in some kind of health insurance
· Documented every appointment and kept organized records. 


	November 1st, 2017– December 15th, 2017

	Recruiter, PeopleShare, 2 Meridian Blvd. Suite 220, Wyomissing, PA 19601
· Posting job adds on various recruitment sites for the client company positions
· Conducting phone screenings, in person interviews and orientations for candidates and potential hires
· Coordinating in person interviews between client companies and candidates
· Processing payroll for employees working through PeopleShare
· Forming strong relationships with the client company representatives 
· Reaching weekly phone screening, interview and placement goals 
· Accurately documenting every client and candidate interaction 
· Processing background checks and other necessary clearances for candidates

	January 2020 - Current


Education
	High school Diploma, Pennsylvania Virtual Charter School, 630 Park Ave, King of Prussia, PA 19406
	2013-2016

	National Honors Society
	2014-2016

	Associates Degree in Business Administration, Berks Technical Institute, 2205 Ridgewood Rd, Wyomissing, PA 19610
	2016-2018
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