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Professional Experience


04/14- Present  	    Akorn Pharmaceuticals 								Lake Forest, IL 
		    Human Resources Coordinator 08/2015
· Build and manage strong relationships with candidates and hiring managers to help ensure the timely scheduling of telephone and face-to-face interviews
· Provide administrative support to CHRO and Vice President of Human Resources 
· Support Talent Acquisition, updating new hire data, administer applicant tracking system which includes creating requisitions in ADP 
· Process candidate background checks and employment verification through e-verify. 
· Deliver new hire employee orientation, responsible for collecting necessary new hire documents and other onboarding activities
· Entered new requisitions through ADP and external career sites, Zip Recruiter, Career Builder. 
· Ensure compliance with legal and regulatory requirements (I-9 completion, tracking of applicant information, etc.)
· Manage employee badging system 
· Assist Training Director in coordinating and tracking of training for all locations
· Prepare new hire and interview packets
· Conduct exit interviews 
· Compliance Mailings 
· Manage weekly termination report through ADP
· Enter requisitions through JDE
· Maintain Personal Files 
· Answer employee questions regarding time off, policies and benefits 
· Deal with highly sensitive, confidential information and situations in a discreet and professional manner
   Customer Service Associate 04/2014-08/2015
· Exceptional customer satisfaction through building rapport, listening and delivering outstanding service in busy customer service environment
· Work closely with all Departments to be a liaison between Akorn,  Inc. and the customer, ensuring quality customer service and satisfaction
· Articulate and very effective speaking and working with people of diverse backgrounds 
· Research and creatively resolve order purchase problems, with the ability to multitask to achieve win-win outcomes  
· Efficiently and accurately complete other duties, tasks and projects as designated by Customer Operations Management 
	
01/12- 	 	    Marias Tax Service					   				   Waukegan, IL 
		    Tax Preparer/ Seasonal 
· Responsible for preparing income tax returns for business firms and individuals 
· Answer client queries regarding tax codes and appropriate deductions 
· Advice clients about investment strategies to minimize their taxes per tax laws 
· Preform e-filing task per schedule 
· Address complex tax issues and tax deduction problems of clients 
· Assist clients about legal issues, tax amendments and payments plans 





7/05-06/12	    R&B Solutions 	   					   			   Waukegan, IL	
	    Customer Solutions Specialist  				     
· Out-source Medical billing for hospitals 				       
· Handled inbound and outbound patient calls regarding medical        
	bills with hospital				       
· Assist patients in making monthly payment arrangements at     
	the patient’s convenience, 
· Follow up calls to patients on late payments
· Processed insurance claims for insured patients			        	       
· Helped uninsured/low income patients apply for charity assistance with  
     the Hospital 
· Assisted patients with Medicaid categories apply with Department 
    Of Human Services




Technical Skills
· MS Office, AS400, JDE, ADP, ADP SELECT,CEB, Brass Ring, Bounty Jobs, Compliance Wire, Organization/Job specific Websites
· Fluently speak, read, and write in Spanish/Bilingual 

Education

Carthage College, Kenosha, WI; Paralegal Generalist Certificate, December 2006
Columbia College of Missouri, Gurnee, IL; Associates in Human Services, August 2012 
Columbia College of Missouri, BS.BA Business Administration Management/Human Resources Mgmt., May 2016 






References provided upon request
	
