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HEENA PATEL
698 Briarwood Drive
H (847) 947-0438

C (847) 370-6980

Wheeling, Illinois 60090

hpatel62@yahoo.com

SUMMARY
A disciplined and resourceful operations professional with demonstrated experience in compensation, HR functions, payroll, benefits, organizational hierarchy, pay structure adjustments, and rate sheet applications.  Established capabilities in employee relations, troubleshooting, merit increases, reporting, telephone transactions, collections, and training.  Utilizes excellent time management skills to work on multiple tasks and projects both independently and with others while consistently meeting deadlines.  Leverages strong interpersonal talents with a forward-thinking mindset to enhance organizational productivity.

EXPERIENCE
WALGREEN CO., Deerfield, Illinois 

Coordinator, Compensation, 2008-2014

Processed market increases and resolved rate sheet issues for corporate, district, and store positions, including alignment of stores and rate corrections.  Monitored and maintained human resource systems, such as organizational hierarchy as well as rate and status.  Oversaw position code and new location activation.  Implemented pay structure adjustments and administered merit increases in company’s 330 district and 8,000 stores and various positions.

· Contributed in mergers and acquisitions by creating positions and respective pay structure sheets.

· Supported store hourly and pharmacy salary programs by maintaining spreadsheets and reports, such as pharmacy salary monthly reports and pharmacy salary history sheets.
· Participated in documenting and streamlining rate sheet application procedures.

· Created request form for organizational hierarchy to create efficiency and ensure turnaround time for reorganization requests with service-level agreement.

· Collected, analyzed, and reported data to vendors, monitored job requests inbox, assigned job requests to correct team member, communicated with other human resource groups on new job requests, facilitated status updates and job code creation, and processed reporting structure changes.

Payroll Clerk, 2006-2008

Performed payroll related tasks, including timesheet auditing, while keying and verifying data and stop payments for multiple locations locally and nationally.  Assisted district managers, administrative assistants, and employees regarding payroll-related concerns.  Investigated and resolved issues while following established policies and procedures.
PREMIER CREDIT UNION, Northbrook, Illinois
Member Service Representative, Teller, 2004-2006

Opened and closed various accounts, including checking/savings, share certificates, and IRAs.  Evaluated customer accounts for cross-selling products and services.  Handled telephone transactions, including credit card, loan applications, payments, money/wire-transfer, and ATM/check card ordering.  Oversaw payroll posting, in-house transfers, ACH, and customer concerns.

ADDITIONAL EXPERIENCE
ABRIX BILLING SERVICES, Northbrook, Illinois, General Office Clerk, 2001-2003.  Handled payment collection from insurance/patient parties involved.  Processed workers’ compensation claims, I.D.P.A., and Medicare, forwarding claims to primary/secondary insurance companies.  Performed clerical support duties, including retrieving emergency room reports, explanation of benefits, matching appropriate claim file, and document filing.

ANACOMP, ICS, LAWSON INCORPORATED, Arlington Heights, Illinois, General Office Clerk, 1987-2000.  Performed general office duties, such as document preparation, gridding, job tracking, scheduling, and filing master documents.  Facilitated making headers and titles for microfiche while maintaining product quality.
TRAVEL INN, Dallas, Texas, Customer Service Representative, Desk Clerk, 1985-1987.  Maintained financial records for three shifts while facilitating payroll for up to 14 employees.  Trained new recruits, coordinated reservations/business meetings, and handled customer comments/complaints.  Ordered and maintained stocked commodities while coordinating use of commodities.

EDUCATION
GUJARAT UNIVERSITY, Ahmedabad, India
B.A., Psychology, Statistics 
AFFILIATIONS
Walgreens Benefit Fundraising
Walgreens Asian Business Network
COMPUTER SKILLS

Microsoft Office Suite

LANGUAGES

Fluent in English, Gujarati, and Hindi.
