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Profile:  Resourceful HR Generalist with more than 6 years of experience working in fast moving environments.  Demonstrable experience leading human resources teams to provide business solutions that are on time and to budget.  Ability to overhaul human resources procedures and processes to provide a more cost efficient solution to businesses.

PROFESSIONAL EXPERIENCES:

COMMONGROUND/MGS                                                                                        Chicago, IL
Human Resource Generalist                                                                               01/2014 -05/2015

· Served as internal advisor to management, determining best course of action on a range of employee matters, as well as dispense disciplinary action while ensuring compliance to company policies and HR best practices.
· Managed online benefit enrollment system ensuring data accuracy and provided HRIS reports on benefits and compensation.
· Assisted managers with hiring procedures, posted jobs, screened candidates, and updated job descriptions.
· Administered various human resources procedures for all company personnel; assisted in development and implementation of personnel policies and procedures.
· Conducted orientation for new hires and Annual Open Enrollment.
· Reconciled monthly insurance bills, worked with vendors on discrepancies and claims.


Casa Central Social Services                                                                                       Chicago, IL Human Resource Generalist                                                                             11/2011 – 12/2013

· Prepared monthly reports relating to all employee changes including new hires and terminations to the Director of Human Resources.
· Administered the Organization’s group medical, dental, life, and long-and short-term disability insurance plans, voluntary life and disability plans, flexible spending accounts, and 401(k) plan.
· Worked with Payroll team to ensure that the agency is in compliance with federal and state regulations regarding benefits.
· Managed Workers’ Compensation, reported initial incidents, monitored and coordinated return to work status, and followed up with lawyers and insurance company.
· Counseled management by determining best course of action on a range of employee matters ensuring compliance to company policies and practices were followed.
· Managed online benefits enrollment system ensuring data accuracy and provide regular HRIS reports on benefits and compensation, reconcile invoices, coverage and eligibility.
· Prepared the 401k plan reports for annual audits.
· Assisted and handle employee inquiries regarding insurance claims and employee relations.
· Process FMLA and LOA for eligible employees.
· Spearhead safety meetings with other department heads to reduce WC claims.
· Served as an active member of the Performance Quality Improvements subcommittee.
Pamco Label Co.,                                                                                            Des Plaines, IL
Human Resources Generalist                                                                    11/2008 – 11/2011

· Processed weekly payroll for 200+ hourly and salary employees in Paylocity.
· Managed all aspects of employee compensation and payroll processing including salary adjustments, bonuses, raises; court assigned garnishments, and child support deductions.
· Managed Workers’ Compensation, reported initial incidents, monitored and coordinated return to work status, and follow up with lawyers and insurance company.
· Responsible for preparing and submitting 401(k) funding, deferred compensation and loan requests with Fidelity Investments.
· Managed online benefits enrollment system ensuring data accuracy and provided regular HRIS reports on benefits and compensation, reconcile invoices, bill payments, coverage and eligibility.
· Assisted and handled employee inquiries regarding insurance claims, benefits including FMLA.
· Administered COBRA under United Health Care; and File EEOC reports.
· Completed internal and external job postings, prescreen and interviewed candidates, completed job offer letters and new hire packages, conducted orientations, and all new hire paperwork.
· Spearheaded safety meetings with other department heads to reduce WC claims. 
· Maintained high employee morale by planning and coordinating employee meetings, company holiday, summer activities, and wellness programs.


EDUCATION:

DeVry University                                                                                                 Chicago, IL
Bachelor of Science in Business Administration in Human Resources Management

 SKILLS:

· Language:  Fluent in Spanish

· Computer:  Proficient in MS Office ((Word, Excel, PowerPoint, Access, Outlook)

· HRIS applications: ADP, Paychex, Paycor, and Paylocity.
   
· HR:  Orientation & On-Boarding, Employment Law FMLA/ADA/EEO/WC Employee Relations, Benefits Administration, HRIS Technologies, Training & Development, and Payroll administration.
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