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54 Linden Ct  Cary, IL 60013  (847) 873-9369  octaviatperez@gmail.com

Dedicated HR professional with 5 years of experience managing a full spectrum of human resources programs, services, and functions. Strong knowledge of employment laws, compliance issues, benefit plans, and union/non-union environments. Proven success with process improvements, benefit plan options, recruitment, staff-development, and resolve conflicts and negotiate win-win outcomes.


· Benefit/Payroll Administration
· Labor/Employee Relations
· HR Policies & Procedures
· Employee Counseling
· Legal Issues & Compliance
· Confidential Record Keeping
· Mediation/Dispute Resolution
· Staff Recruitment
· Employee Development & Training
· Contract Negotiation 

Technology /IT Company – VERNON HILLS, IL 
Human Resources Generalist (2016 – Present) 
Manage a broad range of human resources functions including payroll administration (43 employees), benefit negotiation/implementation, HRIS database maintenance, employee file management, HR policy development, employee screen/hiring/orientation, manage vendor relationship, and staff training/development. 

SMALLEY STEEL RING – LAKE ZURICH, IL 
Human Resources Administrator (2015 – 2016) 
Processed payroll for 500 employees, HRIS database/file maintenance, managed job descriptions, monitored performance review, audit vendor invoices, coordinated employee recognition events, scheduled off-site testing, employee relations, and audited staff training to assure compliance with ISO certification requirements. 

LIFESOURCE – ROSEMONT, IL 
Human Resources Administrative Assistant (2013 – 2015) 
Assisted with union negotiations, conducted open enrollment for 1200 employees, coordinated/executed employee programs/events, participated in employee investigations/grievances, coordinated/conducted new hire orientation, administered exit interviews, resolved vendor issues, and maintained HR database/files. 

DOVENMUEHLE MORTGAGE – LAKE ZURICH, IL 
Human Resources Assistant (2012 – 2013) 
Coordinated/conducted monthly job fairs, processed background check, evaluated departmental staffing needs, created senior management staffing reports, managed relationships with recruitment/staffing vendors, SME on policies/procedures, and scheduled/conducted new hire orientation. 

Roosevelt University – Schaumburg, IL 
M.S. in Human Resources Management – Completion: December 2016 

Northern Illinois University – DeKalb, IL 
B.S. in Human Resources Management – Completion: May 2009 


