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Summary: Human Resources Generalist with over 15 years of experience administrating associate benefit programs and HR functions with outstanding qualifications in benefits administration and salary and payroll administration.

Experience: 
Climate Pros Inc                                                                                        		Glendale Heights, IL
Sr. Human Resources Generalist                                                                          4/2016 to Present
· Carry out responsibilities in the following functional areas: Benefits administration, employee relations, training, performance management, onboarding, policy implementation, Payroll, employment verification, recruitment/employment, and employment law compliance.
· Process weekly payroll - upload hours, correct the hours for electricians who clear in in other unions, enter garnishments, deductions, new hires, terminations, etc. in Paylocity.
· Enter, terminate and changed medical, dental and vision enrollments on insurance carrier website.
· Handle associate inquiries regarding insurance eligibility, medical, vision and dental claims, Workers Compensation, FMLA, and flexible spending.
· Complete monthly union reporting for 19 unions. 
· Administers various human resource plans and procedures for all company personnel
· Assists in the development and implementation of personnel policies and procedures
· Manage Employee Relations – Employee request information on PTO, policies and procedures, employee engagements, etc.  
· Maintains human resource information system records and compiles reports from the database. 
· Maintains compliance with federal and state regulations concerning employment. 
· Created 90% of the company job descriptions
· Created Summaries for all Unions and the Logic behind the deductions and earning for Paylocity
· Responsible for the EEO and ACA Reporting.

Termax Corp                                                                                            		           Lake Zurich, IL
Human Resources Generalist                                                                                          5/2015 to 4/2016
· Process Bi-weekly payroll - upload hours, enter garnishments, deductions, new hires, terminations, etc. in Paylocity.
· Entered, terminated and changed medical, dental and vision enrollments on insurance carrier website.
· Handle associate inquiries regarding insurance eligibility, medical, vision and dental claims, Workers Compensation, FMLA, and flexible spending.
· Approves invoices for payment for life, medical, dental, vision, STD/LTD, temp agencies etc.
· Participate on salary surveys yearly from MRA and PMA.
· Conduct yearly Compensation Analysis for all position within the company and create salary charts.
· Facilitate actions to resolve the employee issues and escalating them to appropriate management team.
· Responsible for disciplinary matters and investigation of associate relations for the assembly building.
· Developing job descriptions and work instructions for various departments.
· Assist employees with questions regarding benefits, policies, payroll hours and any other concerns.
· Create and update all work instructions, (e.g. 401-K, medical, dental, vision enrollment process and payroll, Canadian 401-K, credit card expenses, job descriptions, Plex process.
· Responsible for the EEO Reporting.
· Responsible for the ACA Reporting.
· Conduct open enrollment meetings in English and Spanish


Cummins Allison Corp.  2013 - 2015                                                                   	Mt. Prospect, IL
Sr. Human Resources Associate                                                                          2013 to 2015
Human Resources Assistant                                                                                	2011 to 2013
· Administer benefit programs such as Life, Health, Dental, Vision, FSA, STD, LTD, and LOA for all employees.
· Coordinate the issuance of the quarterly performance reviews and salary increases for all of the Home Office, Field and Canadian employees.
· Originated and implemented the Power Point New Hire Orientation for all new hires.
· Responsible to send the Open Enrollment communications to all new hires from other states.
· Maintain benefit records, research participant inquiries, prepare benefit documents related to plan coverage.
· Handle associate inquiries regarding insurance eligibility, medical and dental claims, FMLA, and flexible spending.
· Conduct New Hire Orientation for hourly and salary employees.
· Responsible for hourly temporary staffing, agency contact and bill payments.
· Manage life, dental and STD/LTD invoice payments.
· Monthly headcount reports for the CEO and Vice presidents.
· 401-K enrollments, changes, loans and withdraws.
· Submit monthly reports to the IL and Texas Department of Labor.
· Conduct monthly benefits orientation for sales, service technicians and branch managers from field locations.
· Manage Short Term Disability, FMLA and State Disability.
· Issue Performance Reviews communication, track and distribute to appropriate managers for all locations on a quarterly basis.
· Participate on salary surveys yearly from MRA, IMA, EAA and MIA.

Power Packaging – and Exel Logistics is the same company                		St. Charles, IL
· Benefits Administrator/Human Resources Generalist                                               2004 to 2010
· Administered benefit programs such as Life, Health, Dental, Vision, FSA, STD, LTD, COBRA, Vacation, Sick time and LOA.
· Maintained benefit records, researched participant inquiries, prepared benefit documents related to plan coverage.
· Conducted open enrollment meetings in Spanish and English, prepared and arranged associate information materials, booklets, and other media for communicating new plans.
· Responsible for HIPAA compliance and 5500 Schedule-E documentation and mailings.
· Handled associate inquiries regarding insurance eligibility, medical claims, Workers Compensation, FMLA, COBRA and flexible spending plans.
· Translated during meetings, company policies, LOA packets, company postings and safety manuals to Spanish.
· Key contact for all benefit carriers and participation on the benefits contract renewals meetings.
· Managed, medical, life and LTD invoices payments for 6 locations in U.S. and 1 in Canada.
· Conducted New Hire Orientation for all new associates in English and Spanish.
· Entered, terminated and changed medical, dental and vision enrollments on insurance carrier website.

Cummins Allison Corp.   2013 to 2015                                                          	Mt. Prospect, IL
Sr. Human Resources Associate                                                                          2013 to 2015
Human Resources Assistant                                                                                	2011 to 2013
· Assisted and handled associate inquiries regarding insurance eligibility, medical claims, Workers Compensation, LOA, COBRA and FSA plans.
· Administered retention of appropriate records, forms, documentation and other record keeping information relating to associates and employment issues such as time and attendance, payroll, benefits participation, personal employment data, legal defense data and any other mandated records.
· Conducted the New Hire Orientation for all new associates.
· Assisted associates with questions regarding benefits, policies, payroll hours and any other concerns.
· Assisted and handled associate inquiries regarding insurance eligibility, medical claims Workers Compensation and FMLA.
· Completion and posting of OSHA 300
· Assisted managers from two plants on disciplinary matters and investigation of associate relations.
 
Administrative Assistant/acting HR Representative                                  	2004 to 2006
· Coordinated with the Sr. Director of Human Resources about associate issues as they arise.
· Handled all benefits enrollments and changes for 2 plants on medical, dental, vision, life, FSA and 401K as well as answering associates questions concerning their benefits.
· Tracked attendance, holiday and LOA for all associates in Oracle, Access and Excel.
· Responsible for the weekly processing of payroll in Kronos for 300 associates.
· Coded, tracked and entered invoices in Oracle.
· Responsible for all travel and hotel arrangements
· Conducted the New Hire Orientation for all new associates.
· Assisted the safety manager on training new associates.
· Completion and posting of OSHA 300

Scholastic Inc.                                                                                              	Des Plaines, IL
Employee Services                                                                                                 1991 - 2003
· Administered benefit programs such as Life, Health, Dental, Vision, FSA, STD, LTD, COBRA, Vacation, Sick Time and LOA.
· Assisted managers with disciplinary matters, associate relations, processed exit interviews; terminations created company-wide office communications, managed worker’s compensation incidents and ensured that the company complies with employment laws and regulations.
· Recruited for all positions
· Assisted managers from two plants on disciplinary matters and investigation of associate relations.
· Completion and posting of OSHA 300
· Conducted New Hire Orientation for all new associates in English and Spanish.
·  Travel and hotel arrangements.
· Also, held positions as administrative assistant, customer service representative and shipping and receiving coordinator.

Education:
Niños Heroes High School                                                                         	Durango, Mexico           
High School Diploma

Instituto de Villa Union                                                                            		Durango, Mexico
Business Administration Associates Degree

Triton College                                                                                                         	River Grove, IL
GED - 1993

Other: 
Proficient with Microsoft 2016 office suite of products: Over 15 years of experience with Word, Excel, Power Point, Outlook, Access, Internet, Oracle, HRMS, Kronos, Navicus, Sage Abra, Crystal, Paylocity, Epiphany, Plex, Fieldgetics, and OrgPlus9.

Fluent in English and Spanish languages
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