 
Bushra Smith


8416 O’Connor Court Apt 908

                                                         Henrico, VA 23228


804-307-2000-cell


Bsmith23224@gmail.com


Summary of Qualifications

· Over 8 years of professional experience in Benefits Administration

· More than 6 years of management experience, including direct client interaction, sales, interviewing, hiring and firing and office management

· Excellent computer skills with proficiency in MS Word, MS Excel, Quicken, E-mail, and Internet

· Effective communication skills with all levels of an organization

· The ability to learn quickly and work independently in a fast-paced environment

· Team player with excellent organizational and problem solving skills, coupled with a positive attitude toward all work activities

· Outstanding ability to interface with clients on projects
Technical Summary
· MS Word, MS Excel, Power Point, Lotus Notes and Outlook. 
· Internet Research
· ADP

Professional Experience

Aon Consulting:

Benefits Specialist







10/08 – 06/2011
· Responsible for Benefits administration duties to include; Health and Welfare solution and administration, Flexible Spending accounts administration, COBRA administration services, Retirement services, Leave of absence services, carrier enrollment services. 
· Processed death benefits for surviving spouses and or dependent.

· Calculated pension benefits for new retirees and vested term participants. 

· Informed participants of retirement solutions; supported by real-time, online access to data and savings calculators which helped participants make informed decisions and keep them engaged in the retirement planning process through every life stage

· Assisted in the 2009-2011 Annual Enrollment process for over 10,000 Retirees. 

· Assisted participants in being able to review HR and benefits online

· Maintained up to date employee records and confidential information with a high degree of integrity

· Assisted on various projects including Pension calculations, Cobra Administration Health and Welfare Benefits Enrollment. 

Electronic Data Systems



Chesapeake, VA



09/04 – 10/08

Senior Human Resources Administrator

· Responsible for Benefits administration duties to include; Health and Welfare solution and administration, Flexible Spending accounts administration, COBRA administration services, Retirement services, Leave of Absence services, Carrier enrollment services, and Total compensation services

· Prepared annual enrollment for more than 55,000 employees

· Interfaced with clients on a regular basis to resolve escalated participant issues

· Maintained up to date employee records and confidential information with a high degree of integrity

· Used MS Excel to track and process annual enrollments and direct billing adjustments

· Managed Service Delivery factor for Case management 

ERA/K.M.F.S. Properties, Inc.


Virginia Beach, VA


12/02 – 07/04


Accounting Manager/Administrative Assistant

· Responsible for all administrative duties to support primary real estate broker and multiple agents

· Prepared entire purchase or listing agreements

· Researched, prepared and revised all advertising submissions in the Real Estate Digest
· Researched rentals and homes for purchase and added/revised listings in the REIN/MLS website

· Contacted agents to verify status on specific properties listing in REIN/MLS website

· Designed and mailed various marketing literature
· Interfaced with various parties to ensure smooth process through closing
· Assisted with all requests by broker and agents

· Responsible for all aspects of property management, including screening clients for credit worthiness, preparing leases, coordinating move-ins and move-outs, making necessary deposits at the bank, resolving maintenance issues, preparing eviction paperwork, preparing income/expense reports on all properties, and advertising rental properties as needed

· Responsible for month-end closing, including income statements and balance sheets

· Used MS Excel for billing and adjustments

Educational Summary

Long Island University



Brooklyn, NY



1996 – 1998 

· Business
Kaplan University 



Online




2011 to present


           

•   Business Administration 

