Genesis Acosta 
2009 Cruger Ave, Bronx, NY 10462, USA, Bronx, NY, 10462 * 34725118311 * Genesis.acosta.almonte@gmail.com
 
Career Objective
Adaptable professional with 7.5 years of experience and a proven knowledge of confidential correspondence, customer service, and executive support. Aiming to leverage my skills to successfully fill role at your company. 

Work Experience


Alliance Building Services , New York , NY
Human ResourcesCoordinator, Jul 2017 - Present 
· First point of contact for addressing and providing timely responses to all employees request

· Prepare new hire memos, process new hire paperwork, arranged for background check,I-9, schedule new hire orientations, and prepare and send out new hire packages.

· Performed numerous clerical functions in the department: make employee badges, employment verification, copied records etc.

· Interfaced with applicants and employees, and answerr questions in regards to benefits, polices and working conditions.

· Performed other administrative duties 

 

John Jay College Of Criminal Justice , New York , NY
Budget and Finance Coordinator , Aug 2015 - Jul 2017 
· Assist with audit preparation

· Assist with budget tracking and reporting

· Support finance management in daily, monthly and quarterly activities.

· Run monthly budget performance reports for projects

· Generate Meeting minutes and coordinate department purchases

· Participate in the development of annual budget, and quarterly, mid-year and year-end expenditure reports.

· Develop and maintain a salary database for the College among other duties. 

 

John Jay College Of Criminal Justice , New York , NY
Human Resources Administrative Assistant , Jan 2014 - Aug 2015 
· Scheduled and maintained complex calendars

· Assisted with presentations and meetings with vendors

· Answered and directed inbound and outbound phone calls.

· Prepared new employee files

· Assisted with new employee background checks/benefit enrollment.

· Coordinated internal safety and product training.

· Developed job descriptions and performance management systems. Scheduled and maintained complex calendars

· Provide support to the Benefits and Human Resources Departments by maintaining new hire, termination and enrollment status reports. 

 

Payless Shoe Source, Queens, NY
Assistant Manager , Jan 2012 - Mar 2014 
· Provide customer service in a fast paced environment.

· Coordinates daily activities related to PO processing, shipping, ticketing, and labeling for wholesale customers. Acts as a liaison to strategic business partner.

· Responsible for partnering with Marketing in ensuring that all products, pricing and featured product is accurate in all Marketing vehicles.

· Maintain, create and analyze reporting specific to each Business unit to help in maximizing specific business needs.

· Communicate effectively and efficiently via e-mail, via telephone and in person to ensure superior execution and timeliness.

· Manage multiple competing tasks effectively and efficiently. Be involved in department and company activities that drive continuous improvement for the function and teams.

· Support special projects that will require analytical thinking and expand knowledge of merchandising.

· Execution of strategy and achieve financial objectives within the Special Business Units.

 

Education 


New York, NY
B.S. Criminal Justice, Accounting (Dec 2016)
 
Additional Skills


· Experience working with Quick Books Accounting Software

· Knowledge of human resources policies, rules and regulations.

· Maintaining confidentiality regarding Human Resources related issues

· Ability to interface effectively with all levels of staff.

· Ability to prepare and maintain accurate records.

· Creating and updating personnel, payroll and accounting information in spreadsheets. 

· Writing reports, business correspondence, and procedure manuals. 

· Proficient with MS Word, Excel, Quick Books, Win team, ADP & CUNY Database.

· Demonstrated ability to work well independently and as parts of a team Ability to multitask, identify priorities and meet deadlines.

· Bilingual 
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