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Professional Summary 
Seasoned administrative professional with excellent skills and the ability to adapt to all situations. 
 
Skills 
 
Time Management; Phone Etiquette; Microsoft Office; Workday; FMLA; Short Term/Long Term Disability Leave 
  
Work History 
Benefits Administration Consultant, 04/2013 to 08/2018  
Massachusetts Mutual Life Insurance Company – Springfield, MA 
Responsible for assisting employees with short term disability claims, FMLA (Family Medical Leave).  Worker's Compensation claims. Administered all aspects of the leave process ensuring employees had a full understanding of MassMutual's leave process and how it would impact time and pay which involved  
· Partnering closely with all HR business partners on all leave cases and workers' compensation claims. 
· Managed all administrative areas of the leave and workers' compensation claims which included tracking hours used/taken.  Worked closely with the Liberty Mutual to make sure claims were handled in a timely manner.  This included working closely with associates to ensure that all medical documentation needed to substantiate claim by Liberty Mutual was submitted for timely review. Maintained contact with all associates on leave and coordinated all aspects of return to work which could have included ADA accommodations. Worked closely with Payroll to ensure that pay for associates was accurate and correct.  
· Managed STD/LTD claims ensuring the claims were appropriately coordinated with FMLA and followed the general case law. 
· Handled all maternity leaves for associates ensuring that all aspects of the leave was administered appropriately.  This included short term disability; FMLA; Parental Leave; use of vacation. 
 
 
 
Executive Assistant, Human Resources, 06/2006 to 03/2013  
Massachusetts Mutual Life Insurance Company – Springfield, MA 
As assistant to the Vice President of Human Resources coordinated all expense and travel for the Vice President and the HR Business Partners, as well as the manager of the HRIS team.    
 
Attended weekly HR Business Partner meetings involving creating the agenda, coordinating the meeting space and coordinating the calendars of all involved in the meetings. 
 
Coordinated talent review meetings and binders for the senior leaders and distributed same.   
 
Handled job elimination paperwork for the HR Business Partners and coordinated with Lee Hecht Harris on same. 
 
Helped out when needed on the HR Reception Desk. 
Executive Assistant, Third Party Distribution IIG, 06/2004 to 06/2006  
Massachusetts Mutual Life Insurance Company – Springfield, MA 
Reporting to the Vice President of Sales in the Individual Income Group responsibilities included creating and processing expense reports for the Vice President and the Regional Sales 
Managers.  Created power point presentations for regional meetings and handled all the coordination of meeting rooms and agenda for same.  Worked with the Event Planning Team when meetings were held off site.   
 
Organized calendars for regional managers and the vice president. 
Education 
High School Diploma: 1971  
Suffield High School - West Suffield, CT 
Certifications 
Real Estate Agent 
Licensed by the Commonwealth of Massachusetts Division of Professional Licensure 
