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[bookmark: _Hlk513485417]EDUCATION
The Pennsylvania State University, Abington, PA                                                                                  December 2015 
Bachelor of Science, Business Administration, Marketing & Management, GPA: 3.70
Honors: Dean’s List; Berman Scholarship; Alpha Sigma Lambda; Zeta Beta Chapter
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SQL, Win Team/UltiPro, Microsoft Word, Excel, PowerPoint, Outlook, Adobe Photoshop



PROFESSIONAL PROFILE
 
Human Resources Specialist, Allied Universal                                                                                       May 2017- Present Conshohocken, Pennsylvania 

· Assist with streamlining over 200 vacation plans for local, regional, and national accounts for automation in Win Team HRIS system
· Process sick time, vacation plans, and vacation accruals for employees in the HRIS system.
· Facilitate executive meetings to gather vacation plan information
· Research and report on issues pertaining to employment data and documentation.
· communicate personnel changes, wage adjustments, transfers, promotions, and new hires to Payroll and other affected corporate departments
· Provide vacation plan guidance and answer vacation benefits inquiries on a daily basis
· Conduct audits, which include the Quarterly Financial Liability Report, WinTeam, and Vacation Lookup Tool along with any other internal audits

Payroll Specialist, Allied Universal                             					      February 2017 - April 2017                
Conshohocken, Pennsylvania
· [bookmark: _Hlk513485137]Perform daily payroll operations
· Manage workflow to ensure all payroll transactions are processed accurately and timely
· Reconcile payroll prior to transmission and validate confirmed reports
· Research proper taxation of employer paid benefits
· Process on-cycle payroll and Process any special payments 
· Assist with the quarterly process and Handle check questions and distribution rejections
· Analyzes implications of the Retro payroll process and advises HR
Assistant Manager, 7-Eleven                                                   						 June 2012 – 2017
New Britain, Pennsylvania
· Supervised all operational needs at the store and effectively communicated with corporate office
· Reconciled deposits, handled store security, and managed inventory and ordering
· Recruited and trained new employees
· Consistently achieved extensive productivity and inventory goals
· Successfully addressed customer inquiries and issues in a professional manner


Speedway LLC, General Manager						                             September 2016 – February 2017 
Allentown, Pennsylvania
· Supervised day to day business activities and manage 10 Customer Service Associates
· Recruited, trained, and evaluated employees’ performance
· Oversaw cash management procedures
· Monitored and analyzed reports relating to loss prevention and reported business trends to the district manager
· Managed appropriate inventory level by constantly checking in with various outside vendors

Certification
Certified Business Analyst, INDEED Info Tech 
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