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Professional Summary
Professional Junior Human Resources Generalist highly effective at supporting HR initiatives, strategies
and programs through delivery and facilitation of HR best practices and procedures.
Skills
Word	Benefit and Payroll Coordination
Excel	Time-Management Skills
Outlook	Detail-Oriented
Power Point	Superb Interpersonal Skills
ADP	Training Development Aptitude
Ultipro	Materials Preparation
Work History
Junior HR Generalist, 05/2018 to Current
PMHCC – Philadelphia, PA
[bookmark: _GoBack]Maintain log of tuition reimbursements and contact employees for check distribution.
Update ADP Workforce Now with scheduled trainings, outside notification forms and disciplinary
write-ups.
Assist with pre-hire appointments and new hire orientations; create photo ID'S.
Perform Employment Verifications within a timely manner.
Order and maintain an accurate inventory of office supplies.
Respond to various human resources questions and provide information on PMHCC and
PMHCC-CTT's policies and procedures via email and phone.
Human Resources Coordinator, 07/2016 to 05/2018
MobilexUSA – Horsham, PA
Created and ensured the New Hire Personnel files are completed.
Maintained personnel files which included day-to-day document such as benefit and payroll forms,
performance evaluation forms and counseling forms.
Filed and maintained I-9 forms, Employee EEO Acknowledgement forms and Ethnicity forms for
new hires and terminated employees.

Pulled terminated employee personnel files.
Coordinated employment offers with management and extended offers to selected candidates.
Conducted criminal background checks and initiated drug screenings on candidates via HireRight.
Business Analysis Associate, 10/2015 to 04/2016
Dresher, PA
Processed changes to long term care policies.
Maintained complete and accurate documentation of various clients and policyholders.
Assisted and trained new business analysis associates for periodic inflation remediation project.
Examined other business analysis associates' tasks to ensure accuracy.
Client Services Representative, 06/2015 to 10/2015
Transworld Systems – Horsham, PA
Acted as a liaison between dedicated sales staff and established client base to provide customer
service and sales upgrades.
Provided administrative support to assist operations in successful collections of debtors.
Responded to clients' inquiries for information, problem resolutions and reports to forwarded
requested documentation to appropriate parties.
Followed up to inquiries in a timely manner to ensure client satisfaction.
Coordinated new conversions to ensure all tasks are completed according to client specifications
and established time frames.
Administrative Associate, 03/2009 to 06/2015
EDM Americas – Dresher, PA
Processed secure personal information for several of the insurance business units via data entry and
verification.
Performed first, second and supervisor data entry for various queues.
Assisted within the mail extraction and document preparation areas when needed.
Trained new administrative associates when requested.
Performed second level and supervisor data entry to ensure claimant information on documents is
correct.
File Clerk/Admin Assistant, 04/2008 to 12/2008
Spherion Staffing Services – Philadelphia, PA
Retrieved, sorted and filed all information.
Sorted material in accordance with filing system used.
Retrieved documents within appropriate clinical system.
Assisted other office employees when requested.

Maintained physicians' records files to meet audit and quality standards.

Logistics Project Assurance Rep/Data Coordinator II, 08/2006 to 04/2008
EResearch Technology – Philadelphia, PA
Helped monitor current active studies and insured the Project Assurance study team is informed.
Completed all Site Support related setup procedures.
Monitored closing procedures for studies that are in the process of being completed.
Assisted the Project Assurance team to determine all parameters or new studies.
Investigated and issued queries to sites and sponsors to verify and obtain demo-graphic and visit
information on ECGs', Holters and Flashcards.
Maintained accurate and complete Data Coordination files for all resolutions received.
Performed first and second data entry for EXPERT studies.
Education
Bachelor of Arts: Broadcasting, Telecommunications and Mass Media, 2002
Temple University - Philadelphia, PA
Affiliations
Member, Society of Human Resources Management, 2017-Current
