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Resume

Employment
1/13-Present: HR Assistant, Fred Finch Youth Center, 3434 Grove Street, Lemon Grove, CA.  I work with the HR Generalist in tracking all post –offer documents including DOJ clearances and TB screenings. I conduct the two and half hour New Hire Orientation for new employees, which includes I-9 documentation, benefits, compliance, time keeping and other company policies. Additionally I enter all new hires/re-hires into the HRIS system ensuring all pertinent information flows to the payroll department correctly and in a timely manner. I assist the HR Generalist with personnel issues and conducting investigations, I assist the HR Specialist with ING reporting, open enrollment. I am responsible for entering all status changes i.e. annual increase, change in supervisor, change in department etc. in the HRIS system. Other duties include conducting False Claims training for various programs, Cluster Two training on Professionalism, creating and maintaining personnel files, filing, creating and updating New Hire binders, responding to employee inquires and auditing my counterparts work. I run monthly compliance reports, licensure reports and insurance reports, bi-weekly I create performance evaluation reports that I send directly to Senior Directors and managers and on a weekly basis I compile and distribute the change report to the IT department and Senior Management. I am on the Safety Committee and as Safety Captain for our site I conduct monthly safety inspections and drills and assisted with the creation of the Emergency Management Plan. I process requisitions from the training department and create all contracts for non-employee trainers. I assist with the recruiting process, conduct exit interviews and audit files.
4/11 – 1/13: Program Specialist, Fred Finch Youth Center, and 3434 Grove Street, Lemon Grove, CA – Positive Parenting Program. As the Program Specialist I was responsible for the integrity of all the case files, electronic and physical. I ensured that all PHI was handled properly, that required releases were signed and that all documentation was turned in on time and correctly by the clinicians. This process included entry into an internal excel database, a specially created SPSS statistical database which provided out comes to the County of San Diego and an Access database, which I built, that tracked the progress of the cases, what documents had been completed, how many times the client had been seen and how many hours were spent with the client per clinician. I supported the project manager with the training of new staff, attended program specific County oversight meetings, took and prepared minutes, created general correspondence , identified trends and problems that needed addressing, maintained the office and ordered all supplies. I acted as a support for the clinicians in the field by preparing documents, processing paperwork and aiding with technical issues that ranged from computer and printing problems to trouble shooting electronic document glitches. In addition to maintaining the various databases I was responsible for extracting data for multiple internal and external monthly and quarterly reports. 
8/05 – 4/11: Office Manager/Administrator, Pathwork of California, San Diego, California. I was responsible for the day to day operation of the office, which included responding to program inquiries, mailing informational packets, receiving and processing payments, making bank deposits, creating and sending email blasts to our membership. I maintained the organization’s database and created the yearly membership directory, updated the website and made travel arrangements for visiting faculty. I assisted in site selection, outreach and fundraising. Working directly for the Board of directors I was responsible for implementing the Boards decisions, I acted as a liaison between the governing bodies and ensured that we were in compliance with all governing regulations and organizational by-laws. I created the yearly calendar, keep the various bodies on track with what they needed to accomplish, scheduled meetings and took minutes. Additional duties included day to day bookkeeping, month-end account reconciliation and year end preparation, payroll, new hire paperwork and the creation of a yearly budget. 
3/04 - 7/05: Office Manager, Bitterroot Restoration Inc. 10459 Roselle St. Ste. B, San Diego, California. Originally I was hired as the administrative assistant, my duties included answering the phone, screening calls, purchasing office supplies, and keeping the office clean and orderly. With the departure of my first boss I was promoted to Office Manager/Human Resources. Working in conjunction with the main office I established hiring procedures and maintenance of employee files and information that was in compliance with the law.  I was responsible for interviewing and vetting new employees which included verifying all their information, orienting them to company policies and procedures, including safe work practices in the building and on the job sites. I maintained the MSDS binder and ensured all employees had the correct protective gear for each job. Additionally, I processed the weekly payroll using a BriBase system and dealt with all questions regarding pay and benefits.  I also aided in the creation of project bids, tracked billable projects, invoiced the various projects, assigned the work crews and weekly work schedules and filed reports regarding project status and protocol for site work. 

11/01-12/03: Bilingual HR/Secretary, Silver Lining Construction 3550 Bay Sands Dr., Laughlin, Nevada. I was responsible for vetting and hiring all the Spanish speaking employees, translated all announcements for them and was a liaison between the Spanish speakers and management. I was the onsite HR contact and as such resolved payroll issues, hired/terminated workers and maintained the personnel files.  I did the ordering for the foremen, created notices, sent and received faxes, and coordinated with our various vendors. Additionally I was in charge of all tenant contact and the relocation of tenants. I was responsible for posting upcoming work notices, compiling active files on the units for the foremen, dealt with all tenant complaints and supervised three office staff.

9/98-7/01: Economo/Private Chef, St. Francis de Sales, 650 Palace Avenue, St. Paul, Minnesota. Purchased all of food and supplies for the Rectory. Maintained kitchen, dining room and pantry, prepared and served formal meals on a daily basis. I was in charge of all entertaining, developing menus, preparing food and overseeing service for events ranging from four to 250 people.  

8/92-5/98: Manager, Cantalena Charters, La Paz, BCS, and Mexico. Designed, promoted, priced, and provisioned vessels for charter trips. I was in charge of correspondence, payroll, banking, recruiting and hiring of crew. I dealt with local immigration offices to obtain work visas for American employees and local authorities to ensure vessel and business compliance to Mexican law. 

8/87 -6/92: Elias Mann Charters, La Paz, and BCS Mexico. On board the dive boat Elias Mann I worked as the chef on 7day dive trips in the Sea of Cortez. I shopped for and prepared meals for 7 people. I aided in the maintenance of dive gear and helped attend the divers when needed

Special Skills: 
I have excellent customer service skills and speak Spanish fluently; I have extensive knowledge of MS office Programs such as: Excel, PP, Publisher, QuickBooks, Access and the HRIS system Ascentis.  I have some FTP/Website design experience and hold a certificate in HR procedures. I have acted as the CEO in my husband’s company since 2007 where I have been responsible for weekly payroll, monthly reconciliation and payment of all Federal and State taxes, along with the hiring and termination of employees. I am currently enrolled at Western Governors University and will graduate in March 2015 with a BS in Human Resource Management.
