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Seeking a challenging position that will capitalize on proven skills and provide career 
advancement based on accomplishments and performance. Self-starter who meets 
deadlines while multi-tasking within a fast-pace environment. Proven analytical and 
problem solving skills. Ability to evaluate urgent matters and respond promptly and 
appropriately to changing circumstances. A team player who understands the 
mission statement and the importance of achieving results.

EXPERIENCE

Human Resources Administrator III
ABC Corporation - MAY 1995 – JULY 1999

 Provided administrative support to the Vice President of Human 
Resources, Legal &amp; Public Affairs Division.

 Prepared and monitored units budget and expenses to ensure 
spending compliance.

 Initiated job elimination plans and packages for review; administered 
Management &amp; Peer Recognition Programs.

 Keyed/processed salary transactions, new hire paperwork and off-
cycle payments in HRIS.

 Acted as initial contact to employees and management to resolve 
confidential benefit, payroll and company policy issues.

 Escalate issues on the customers behalf to ensure timely resolutions.
 Organized divisions summer and year-end gatherings.

Human Resources Administrator 
ABC Corporation - 1991 – 1995

 Performed HR duties which included recruitment, hiring, employee 
orientation and benefits enrollment, with oversight of financial 
documentation for the clinic employees and insurance providers.

 Reviewed monthly insurance invoices, adding and removing 
employees reflecting employment status which saved the company 
more than $1,200 monthly in potential unresolved discrepancies.

 Recognized for editing and updating training manuals and handbooks 
for clinics 5 departments and providing trainings to new hires on Front
Desk protocols.

 Successfully organized, updated, and transferred employee files from 
paper to electronic files; meeting all measurable goals.

 Accurately entered and updated employee payroll information into 
system resulting in company consistently achieving 100% compliance
with tax, labor, and employment laws.

 Ensured compliance of all company policies and procedures.
 Ensured compliance with employment laws.
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EDUCATION

 Diploma in Business Curriculum - (Overbrook High School - Cherry Hill, 
NJ)

SKILLS

Mircosoft Excel, Camtasia, Microsoft Word, Teamwork, Data Entry, Data Analysis, 
Training, Healthcare, Oracle, Spectrum, Audacity, Communications.
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