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Skills & Qualifications

· Extensive background in Human Resources 
· Bilingual (English/Spanish) speak, read, and write both languages
· Bachelor’s Degree–North Park University, Chicago                                  


Professional Experience

Human Resources /Marcus                                                      				2016-present
· Provide support for employee inquiries: Health & Welfare benefits, payroll, 401k, vacation processing, policies, research and resolution, translation of projects into Spanish
· Systems: Peoplesoft, Microsoft Office, ADP

Human Resources /Baxter                                                           				2011 – 2015
· Educated employees on/initiated FMLA and STD, reconciled FMLA/STD system reports
· Provided support for employee inquiries: Health & Welfare benefits, leaves, payroll, relocation, 401K, self-service tools, performance management, policies, research and resolution with vendors
· Systems:  Peoplesoft, Leavesource, Microsoft Office, Kronos, CRM

Human Resources/Abbott		                                               		             2009 – 2010
· Started and completed Pension Commencement paperwork process for retirees
· Provided support for employees: Health & Welfare benefits enrollments/updates, payroll, policies, self service tools, performance management, leaves, intake of employee relations, requisition intake, research and resolution with benefit vendors
· Systems:  SAP, CRM, Watson Wyatt, AIMS, Lotus, Success Factors, AON Hewitt TBA

Administrative Self Employed/Keller Williams 					2004 – 2008
· Provided extensive customer service; self employed
· Communicated with different service providers such as attorneys, lenders, inspectors

Teaching/Districts 112 & 116 								1999 – 2003
· Taught 4th  and 5th  grades in a bilingual and a dual language environment
· Teacher of English as a Second Language to 20+ adults in government aided program

Human Resources/Hewitt 							           1995 – 1999
· Aided 401K and Pension Plan participants in understanding Summary Plan Descriptions
· Processed 401K transactions: enrollments, transfers, diversifications, loans, hardship withdrawals
· Started and completed Pension Commencement paperwork process for retirees
· Trained in behavioral based interviewing, culling & determining best candidates 
· Systems: CRM, Lotus, AON TBA, Workflow


