ALMA NAVARRO

Palatine IL 
847-848-6139

Navarro.Alma@gmail.com

OBJECTIVE
To obtain a challenging position which will provide for career advancement and an opportunity to fully 
utilize my skills, abilities and experience.
EXPERIENCE


Interactive Health Inc., Schaumburg, IL
Human Resource Generalist






                                        Oct 2012- Present

· Prepare and run bi-weekly payroll for 400+ employees, assist in semi-monthly payroll for 3000+ employees.

· Work with managers with recruiting, on-boarding, new hire orientation, and off-boarding.

· Developed and executed various policies and procedures including employee handbook.

· Perform benefits administration functions from new hire enrollment to COBRA.

· Responsible for all employee record keeping and compliance.

· Involved in the HR aspects of transitioning recently acquired competitor. 

Accounts Payable







                                     Feb 2010- Oct 2012
· Organize and prepare invoices to clients.
· Ensure timely payments of vendor invoices.

· Audit expense reports and ensure timely payment.

· Assist nurse by translating health results to participants in Spanish.

· Assist all departments by translating English to Spanish either verbally or in writing.
Hewitt Associates, Lincolnshire, IL






      
         Aug 2005 – December 2009
Customer Service Associate

· Administer health, welfare, pension and 401k benefits for three member companies. 
· Answer participant’s questions or concerns regarding specific benefits. 
· Research and contact various medical and life insurance carriers in order to resolve account discrepancies.  
· Organized and conducted employee seminars. 
· Reissue distribution checks. 
· Prepare workflow and investigation reports on a daily basis. 
· Answer approximately 50 – 70 calls daily.

Target, Wheeling, IL 



         

   


                   Nov 2003 - Aug 2005
Level 3 Supervisor






· Promoted to supervisor within three months from start date, supervising 10-25 cashiers per shift. 

· Collect all cashier end-of-day tenders and secure daily cash deposits. 
· Manage relationships with various vendors. 
· Organize and conduct weekly sales meetings and conference calls.  
· Prepare weekly sales, waste, gross margin and inventory reports. 
· Interview, train and supervise employees on daily procedures and compliance. 
· Assisted new hire orientation as well as employee seminars. 
EDUCATION


University of Phoenix, Phoenix AZ  






    




Masters of Management in Human Resources 






         Pending graduation 
SKILLS

· Fluent in Spanish Language. 
· Microsoft Office, QuickBooks, ADP Work Force Now.  
· AA in Electronics; BA in Technical Management.
