nville, North Carolina 28792
x5 1o h v

_ hl position utilizing my strong organizational skills, and
a company’s daily needs and growth

AREAS OF EXPERTISE
B M Conducted a multitude of staff orientation

groups and ensured documentation
compliance
Proficient in MS Office Suite (multiple
versions)
Experienced in Workday application and
problem resolution/technical support
Payroll manager for over two years
overseeing and completing all details for
over 300 staff (inclusive of ensuring accuracy
of time worked, resolving PTO and schedule
change anomalies, and printing all employee
checks)
Knowledgeable in HIPAA regulations and
compliance
Written many company procedures and
reformed company policies

g
WORK EXPERIENCE
fice Manager, 05/2020 - Present
ernational LLC - Hendersonville, North Carolina
g
aided with any queries as needed
lickBooks and other financial needs

s Support Specialist, 02/2017 - 08/2019

e Support Center - Spartanburg, South Carolina

the resolution of Workday issues

new hires; I-9 resolution and completion; ensured E-Restaurant and Workday
vage el 1d the resolution of any other HRIS query

-plan archival research

nd benefit records

ews for all corporate units and worked with legal on hire approvals
communicate with Spanish only speaking employees in order to aid

es Specialist, 08/2016 — 02/2017

College — Swannanoa, North Carolina

: ‘actively sourced candidates in a wide range of areas needed by the
‘ualljfiﬂdacandidates for open positions within time-sensitive deadlines to



m needs (scheduling, rubric setup, Google drive utilization for
v reference spreadsheet conversion and provision to committee

s as needed)
‘and accommodation arrangements for position candidates
or all new staff; aided staff with benefit questions, enroliment and

Cum compliance, benefit administration, and data entry
C M lllﬂ follow-ups with staff and carrier representatives
iuwm officer and the Human Resources staff on Worker's

¥ file management system for the college personnel records
iccount bills and tracked payment
and personnel action forms were triaged and processed based on recruiting

team to prepare job offers and aid in relocation when applicable {i.e.
the college that | inspected and ensured were in compliance for the
d all documentation was ready and approved by managemenﬂ

ert Half Staffing (Temporary Assignment)

on Technology Contractor, 04/2016 — 06/2016

Memorial Hospital — Hendersonville, North Carolina

meel .T. team within a strict deadline to replace all hospital and Pardee clinic
pliant with the UNC EPIC software change

or/Administrator, 07/01/2015 - 12/31/2015

ative Family Living Home — Hendersonville, North Carolina
ort-term placement of a high needs client)

pport Services — Charlotte, North Carolina)

Care Services — Asheville, North Carolina
uring my tenure at Advantage
if switchboard coverage was needed)
' 12/2006 - 07/2007
BT 08/2007 - 02/2010
d coordinated the owners’ schedules
Medicaid contracts, real estate contracts
ind a wide array of additional corporate
files pertinent to the owners’ needs
maintained all of the owners’ personal files
nfidentiality
variety of executive meetings for the owners



e 03/2010 ~ 10/2011
ning business cards, company brochures,
y panels for events
d all magazine, telephone directory,
IIW ll’iﬂ created financial cost and pricing

IM organizing all client and employee
udit compliance
: \ 11/2011-12/2013
nts in hiring, promotion, discipline,

uln continuity of care for clients
man Resource and Nursing department

orker’s Compensation claims to the insurance carrier,
niuredworker’s progress, kept the supervisor and
of his/her progress and the date he/she was
rn to work, completed and maintained all
m tation and loss run statistics; worked closely with the
on p Ilql renewal costs and pcnlu:;r compliance.

?' tal insurance enroliment

ff Medicaid compliance
ager/Payroll Manager 01/2013 - 12/2014
01/2014 - 02/2014

03/2014 - 03/2015
e isf\mmts and other payroll liabilities
ed payroll and government reports
ﬁaﬁm’ with wide arrays of functions

EDUCATION

: HH-(‘.P (Certification in Process)
I?u'_h!il: (Re-certification in process)

Degree: Anthropology/History, 2001
University — Greenville, North Carolina

CES AVAILABLE UPON REQUEST




