Alecia Davis
100 Park Dr. #722
Little Rock, AR  72113
501-515-0454
Missdavis81@yahoo.com

Experience:

Human Resources Assistant:   3/2014 to 5/2015   Department of Human Services    L.R.  AR
Responsible for performing activities related to human resources such as payroll, recruitment,
Personal action forms, benefits, and employee orientation.
Document processing – employment verification; employment claims, FOI requests, new hire packets, and terminations. 
Enter all personal information in computer system called AASIS . I am AASIS certified for entering all documents as necessary. Scanning all confidential documents and shredding as needed.
Assist with team projects. 
Administrative duties – telephone inquiries  and support, file search manually and electronically in database logs. 
 
Self Employment – Licensed Insurance Agent:                  10/2012 – 3/2014  L.R. AR 
I traveled all over the State of Arkansas meeting with clients who are interested in Life or Burial Insurance. Submit all qualified applications to the underwriters at Security National Life Insurance Co.
Strong organizational skills along with working independently. 

Corporate Compliance Officer/Community Liaison:  1/2012 -  5/2012  New Beginnings   L.R. AR
The liaison out in the community representing the company in a professional way.
Adhere to all state and federal laws and regulations.
Adhere  to all policies and procedures, ethical standards, and mandated reporting requirements.
Assuring confidentiality of all client information, and securing and maintaining proper records.
Being the liaison and employee representing New Beginnings in a professional way.
Reviewing all old and new contracts making sure we are within policy.
Bookkeeping, accounting and billing.

Mental Health Paraprofessional/Case Manager:   8/2011 – 1/2012 New Beginnings Behavioral Health Services  L.R. AR  
Certification in Case Management/Mental Health Paraprofessional    Monitor the family and their home environment.
Chart notes on the clients based on what they report on a daily basis.
Counsel and assist them with any difficulty they may have throughout their day.
Medicaid  and research  dictation experience. Transcribe all information into the computer system.

IRB Administrator/Project Program Manager: 12/2002 – 6/2011   UAMS  L.R.  AR
Review and Research  legal contracts for PI Investigators for our weekly committee meetings.
Handling claims and accounts for our Private Investigators. Charting notes daily for review.
Type and enter all data in the system, heavy typing daily.
Research and Review all special projects and protocols. Work on deadlines and answer calls.
Handle customer service calls re: our reviewer contracts.
Working with attorneys and physicians to discuss legal contracts and on all private cases.


Recruiter/H. R.  Consultant         10/2001 – 12/2002   UAMS  L.R. A R 
Select qualifying applicants for positions.
Typing and entering all personal and confidential data into our SAP computer system.
Performing orientation and training for all new employees.
Recruiter applicants from multiple College campuses during our special Job Fairs
Responsible for interviewing and hiring qualified applicants.
Record data for all new hire, terminations and transfers.
Worked with ADP software for weekly payroll info history.
EEOC, Unemployment claims and benefits experience.
Payroll , medical and 401K benefits experience.
Bookkeeping, accounting and billing.

Admissions Clerk/Outpatients Center & Nursing Unit  Coordinator    4/1986 – 7/1994  St. Vincent’s Med Center  L.R. AR
Transcribed all physicians orders from patients charts and entered all test on the computer
Noted all medication on MAR which is the medication sheet.
Worked with the Physicians one on one to confirm orders 
Worked with the charge nurse who checked orders after I ordered everything.
Typing, filing and recording all personal and confidential information into system.
Accounting, collections and billing insurance along with filing claims.
Answering multi-lines, scheduling patients for outpatients test and procedures.
Transcribe doctors orders for all patients and ordered blood work, test, etc. on our computer system.
Registered outpatients  and inpatients  for test. Gathered patients insurances cards, entered all personal data into the computer system.

Education:
Hall High School          Little Rock, AR
Graduate

University of Central Arkansas   Conway, AR
Major: Business Administration
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