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Professional Summary
Human Resources Management who is skilled at multi-tasking and maintaining a high attention to
detail.  Motivated Legal Assistant who thrives in a team-oriented setting. Effectively communicates with
members of the legal department, clients and courtroom personnel. 
Skills
Microsoft Office Proficiency & PowerPoint 	Database Management
Workforce Planning	Customer Service 
Proficient in Excel & Pivot tables	Sage 50 Us Proficiency
National Association of Legal Secretaries	Accounting
Fluent in legal terminology	Administrative Support
75 WPM typing speed	Organizational Design
Exceptional telephone etiquette	Payroll
Creating Competency Frameworks	Recruitment
Human Resource Laws Knowledge
Work History
Human Resources Manager, 02/2017 to 03/2019
UPS Customer Center – Philadelphia, PA
Educated and advised employees on group health plans, voluntary benefits and 401(k) retirement
plans.
Developed and facilitated all new-hire orientations, through AE system & First Advantage Fingerprint.
Built a comprehensive employee recruiting strategy with excel, pivot tables,PowerPoint, DOT and unemployment .
Field Scheduling Supervisor, 01/2017 to 01/2019
Metro One – Philadelphia, PA
           Maintain all the guards’ overtime, temp increase with payroll, did disciplinary action with write up.
           Ensure all officers use mobile check-in application for time and attendance recording.
              Scheduling system use for processing was Citrix of Valiant.

Worked directly with clients and management.
Researched and updated all required materials needed for firm and partners.
Supervisor Regional Support Center, 06/2015 to 01/2017
U.S. Security Associates – Philadelphia, Pa
Analyzed departmental documents for appropriate distribution using Win team system.
Assisted various business groups with document organization and dissemination during
acquisitions.
Obtained documents, clearances, certificates and approvals from local, state and federal agencies.
Researched and updated all required materials needed for firm and partners.
Implemented marketing strategies which resulted in 12% growth of customer base.
Legal Assistant, 01/2012 to 05/2015
Edelstein Martin & Nelson - Disability Lawyers – Philadelphia, PA
Worked as a team with attorneys, administrative assistants and fellow legal assistants.
Produced legal documents, including contracts and real estate closing statements.
Filed all pleadings with the courts using e-filing, ran police reports, and use abacus system.
Prepared for trials by organizing exhibits and other key evidence.
Researched statutes, decisions, legal articles and codes.
Supply Specialist/ Medical Billing, 09/2007 to 01/2012
Children's Hospital of Philadelphia – Philadelphia, PA
Medical Billing
Insurance Claims
Coded outpatient encounters at a rate of 160 per day and 120 complex specialty coding. 
Resolved and clarified issues with patient medications and collaborated with local pharmacies.
Education
Bachelor of Science : Computer Engineering , 2007
Penn State University - State College, PA
High School Diploma: 2003
Abraham Lincoln High School - Philadelphia
Accomplishments
Supported CFO through personal document management, calendar organization and collateral
preparation for meetings. Increased sales by 25% by taking additional projects.
Organizational Design, Workforce Planning, Creating Competency Frameworks
