ANERAIDA LYN HERNANDEZ HERNANDEZ

Condominio Caminito 23 Carr. 189 Apt. 2306 Gurabo PR 00778-3077
Phones: (787) 466-3965, (787) 737-2860 e-mail: adiarena_23@hotmail.com

OBJECTIVE
Seeking an entry-level position in a Human Resources Department where my strengths and skills can contribute to the organizations goals and will allow me to grow as a professional.  

EDUCATION

Universidad del Turabo, Gurabo, PR
MBA, Human Resources Management, Graduated June 2010

University of Puerto Rico, Rio Piedras PR
BA, Labor Relations, Graduated May 2006
                       	 

EXPERIENCE

Ethicon, LLC                                                                                                      September 2014 – Present
INFORMATION TECHNOLOGY, CLERK I  

· Coordinates changes in technological services.
· Create the request for Windows 7 deployment.
· Verify programs or applications used in the machines for replacement.
· Support the IT department in their functions.

Ethicon, LLC                                                                                                                June 2014 – Present
HUMAN RESOURCES CLERK

· Prepare absenteeism report using excel.
· Conduct meetings with supervisors to discuss the data in the absenteeism report.
· Perform administrative tasks according was required.
· Archive documents from employees and other tasks related to the organization of 
   Human Resources files.
· Generate reports using Excel and Microsoft Word.

Conwaste PR, Gurabo PR 					             	December 2012 – March 2013
HUMAN RESOURCES CLERK

· Support the human resource department in their day to day functions.
· Organize and file in employee files all the paperwork including: Enrollment forms & applications, Payroll documents and any other confidential information document.
· Create employee personnel files for new hire and maintain up to date current.
· Answer phone calls, direct calls and take messages in the reception area.

CIB Corp., Juncos, PR 					                    May 2012-November 2012	
OFFICE CLERK/CASHIER

· Conducts sales transactions, operate the cash register and other office equipment.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Prepare sales reports on a daily basis.
· Conduct sales orders and proposals for prospective clients. 
· Answer any questions the customer may have about their transaction.

Payless Shoe Source, Gurabo, PR					     May 2005 - September 2011
KEYCARRIER    

· Operate cash register.
· Provide courteous and helpful customer service. 
· Plans and prepares work schedules and assigns employees to specific duties.
· Supervise personnel.
· Assist in training of new cashiers and cross training of other associates.
· Manage all administrative documentation.
· Verify hours work of personnel for payroll processing using Kronos.

Departamento del Trabajo y Recursos Humanos, Humacao PR	        January 2006 – May 2006 INTERN

· Address claims matter, give follow up and file close cases. 
· Provides information and assistance to customers and patrons in person and over the telephone.
· Visit employers. 
· Make calculations and prepare notifications letter.

SKILLS

· Profficient in MS Office.
· Knowlegde of kronos, ADP.
· Leadership.
· Team work oriented.
· Hability to work under pressure.
· Multi-tasking.
· Fast learner.
· Knowledge of employment laws FMLA/ADA/EEO/WC
· Responsible and organize.

