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Professional Experience


Abington District Court	Montgomery County, PA				April, 2017 to Present
Magisterial District Court Clerk

· Document case filings from case creation to completion.
· Process additional information and take required actions involving all parties through the completion of cases.
· Post all incoming money to appropriate cases, maintain all receipts, and prepare and balance the daily deposit.
· Research and prepare biweekly escrow funds to issue constable payments.
· Assist the public who appear personally in the court with inquiries, payments, or hearings.
· Manage a large call volume of inquiries from the public, upholding a high degree of patience and professionalism.
· Uphold high standards of discretion and confidentiality relating to sensitive matters.

Towers Perrin	Voorhees, NJ							1996 to  2002
Senior Benefit Specialist

· Administrator for a large, defined benefits program that included numerous plans.
· Verified pension calculations for various, complex plans.
· Served as a point of contact for client and team questions requiring accurate plan specific expertise.
· Managed the monthly set up process for new retirees beginning their pension benefit.
· Reconciled bank reports from third party-vendors on a monthly basis.
· Conducted training sessions for team members on established guidelines for plan processing.
· Developed procedures for the retiree health and welfare and pension benefit plans resulting in a more streamlined process.
· Resolved benefit issues, requiring client and third party vendor communication.
· Handled supervisory phone calls with plan participants who required in-depth explanations of plan provisions.
· Maintained ongoing communication with client to ensure expectations were being met.
· Upheld high levels of quality assurance in the administration of all plans.
· Involved in the implementation of a tuition assistance plan with approximately 6,000 participants.
· Documented numerous procedures and workflow processes related to the administration of the plan.
· Formulated training sessions, including content and materials for the tuition plan.
· Administered the initial tuition assistance plan training for all levels of employees.
· Verified and initiated payments for plan participants.
· Managed the appeal process for participants disputing a denied request for payment due to not meeting plan specifications.
· Reconciled repayments from participants.


HireAbility	Philadelphia, PA							1995 to 1996
Employment Specialist

· Recruited applicants from various community resources.
· Conducted group orientations for individuals applying to the agency.
· Interviewed individuals, assessing marketable skills and qualifications.
· Developed placement plans for new applicants, focusing on employment strategies.
· Referred qualified applicants to employers and actively assisted in facilitating employment interviews.
· Employed various marketing strategies to recruit employers.
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HireAbility (continued)

· Conducted employer marketing visits and presentations to determine the nature of an employer’s personnel requirements.
· Maintained existing relationships with participating employers by conducting quality of service calls and scheduling periodic update visits.
· Planned and coordinated special projects for placement.


Coopers & Lybrand L.L.P.		Philadelphia, PA					1993 to 1995
Human Resources Generalist

· Involved in all phases of administrative staff recruiting, including determining job requirements, writing job postings, interviewing and testing of applicants.
· Assisted in the recruiting process for the tax department professional staff, including resume and phone screening of applicants.
· Conducted new hire orientation for all new administrative personnel.
· Developed a performance evaluation process for administrative employees.
· Assisted in the semi-annual and annual staff evaluation process for the tax department professional staff.
· Tracked and maintained vacation, sick and personal time records for all administrative personnel and communicated balances to employees on a regular and as requested basis.
· Structured and updated the firm’s employee database.
· Maintained the company phone and voicemail systems, and conducted employee orientations.


Price Waterhouse	Philadelphia, PA						1993
Administrative Assistant for Tax Department Partner


Morefield Psychological Associates						1989 to 1993
Office Manager/Secretary


Education

Rider University	Lawrenceville, NJ
B.S. in Office Administration
