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PROFESSIONAL EXPERIENCE
Department HR Specialist, School of Electrical, Computer and Energy Engineering. 


Arizona State University, Tempe, AZ  





2/4/2013 – Present

Increase in responsibilities to include:

· H1B Applications - Compile documents, prepare and submit applications, then track status to ensure timely response and submission at each phase.  Track expiration dates to ensure timely actions for renewals, when applicable.

· Prepare and review biweekly on-cycle payroll reports to ensure accuracy and reduce incidents of over/under payment.

· Review biweekly Fulton Leave Requests to reconcile timesheet entries and supervisor approved leave requests.  Contact employees and Supervisors to address discrepancies.  Apply DTA approval in PeopleSoft to facilitate timely and accurate processing of biweekly payroll.
· Utilize Kenexa BrassRing recruitment system to search and hire students 

Academic HR Specialist, School of Electrical, Computer and Energy Engineering. 


Arizona State University, Tempe, AZ  





7/9/2012 – 2/3/2013

Increase in responsibilities to include:

· Compile documents, prepare and submit DS-2019 Applications, for new Research Programs and to extend existing programs.  Track DS-2019 expiration dates to ensure timely submissions of appropriate documents, report changes to International Programs Office per policy.
· Schedule International Orientation for new International Visitors and International Employees, and prepare document copies. 

· Prepare Postdoctoral Scholar Appointment offer letters for recruiting new international and domestic Ph.D. Graduates.  Follow through with new hire process upon arrival of Postdoctoral Scholar at Arizona State University to ensure timely activation of payroll position. 

· Assist New Hires with scheduling New Employee Orientation and ensure enrollment for selected benefits during open enrollment period is completed.  

Administrative Associate, School of Electrical, Computer and Energy Engineering. 

Arizona State University, Tempe, AZ  





10/20/2008 –7/8/2012
Increase in responsibilities to include:

· Work closely with Engineering Dean’s Office, faculty members, department accountants, and OHR to coordinate department human resource activities to hire students into Graduate RA and TA positions, undergraduate and graduate hourly research positions, and hourly grader positions for ECEE courses.  Post positions to the Student Employment website, utilizing PeopleSoft, submit PTRs to hire students; make changes to position FTE or compensation rates, place positions on Short Work Break, or terminate inactive/completed positions. Review all activated positions for accuracy in FTE, compensation rate, position number, and account number.  Job Data is transferred to source document (PIT) for future reference.  

· Prepare Research Appointment offer letters for recruiting new graduate students for international and domestic students.  Assist international students with the process of obtaining an I-20 by acting as liaison between Graduate College and Student to expedite exchange of required information for I-20.  Follow through with new hire process upon arrival of student at Arizona State University to ensure timely activation of payroll position. 

· Perform Data Time Administration (DTA) duties for supervisor approved timesheets to ensure accurate entry of hours allocated to position, hourly rate of pay, account number, position number and approval before HR deadline.   Work with supervisor and student to correct inaccurate timesheets and ensure all timesheets are processed and approved after HR deadline. 

· Reconcile payroll distributions on a biweekly basis three days after pay day to ensure correct bi-weekly pay rate and account number for hours worked.  Information is checked against source documentation and job data in PeopleSoft for accuracy and agreement.  Utilize report in Dashboards to check scheduled payroll for obvious errors before checks are generated.  Research, identify and report payroll discrepancies to OHR such as overpayment and underpayments.  Process Pay Action Requests (PAR) to correct overpayments and/or underpayments and work with Financial Services and the employee to monitor and ensure that overpayments are returned to the university and take the necessary steps to prevent additional compensation errors.  
· Position account maintenance - Work closely with BOM, department accountant, and PI to review and maintain position accounts for active pay lines and for account expenditure requests utilizing monthly reports generated from Dashboards identifying accounts with near future end dates.  Work closely with accountant and PI to ensure timely account changes are made to prevent over-expenditures, process payroll redistributions to move funds to appropriate accounts when errors are identified, and document redistributions on bi-weekly payroll reconciliations and in department e-files by following established financials guidelines and policies.

· Created Time and Leave Training utilizing PowerPoint and handouts for mandatory hourly employee training sessions.  Schedule and present multiple training sessions to ensure all hourly employees are using department approved submission method, following department policy, understand employee responsibility in the process, and provided with reference materials for proper timesheet submission and timesheet deadlines.  Group and one-on-one trainings are scheduled throughout the semesters.  

· Meet one-on-one with new hires to process and/or explain the New Employee Payroll Packet/I-9 certification required submission and prepare SSN employment verification letters for international students.  Monitor payroll/I9 packet is submitted to OHR in a timely manner for activation of payroll position.  New Employee department policy training is provided to inform new hire students of standard practices and responsibilities within the department.

· Act as liaison between OHR and student employees regarding visa issues affecting payroll status to ensure information requested by OHR is provided in a timely manner.  Terminate positions at the direction of OHR when international employees fail to provide required information according to federal and university guidelines.  
· Schedule performance coaching sessions with students to ensure student employees successfully conform to payroll department standards.  Present students with additional training and review any performance grievances from current supervisor with specific instructions on how to improve performance.  Additional meetings are scheduled for follow-up evaluations to track improvements and address any concerns or lingering problems.  
· Participate in external payroll audits; including, but not limited to verification of approval levels, salary rates for all employees, and written internal reconciliation practices.  Assist with pulling source documentation pertaining to hires, renewals, terminations, timesheet submissions, payroll reconciliation, and leave reporting.  Update processes when needed. Meet one on one with auditor when necessary.  Provide follow up requested materials and or samples when requested.   
· Work closely with IPO and sponsoring faculty to coordinate new DS-2019 application process for visiting scholars and family members.  Communicate with scholar to obtain needed documentation and forms for application, including invitation letter, funding letters, financial statements, and passport information.  Process program extensions and report changes in program to IPO.  
· Work closely with Financial Services, Student Accounts, Graduate College, College Administration and OHR to research and resolve benefit issues students by entering financial awards in GPortal for RA/TA tuition waivers, University Graduate Fellowship Awards, scholarship payments, and Fulton Fellowship Awards to ensure tuition and health insurance is paid for recipients.  Account discrepancies and account holds are researched with the assistance of Student Financial Services and the student.  Specific offices are contacted on behalf of the students to assist with resolving issues in health insurance coverage, or refund policies.  
· Work with department personnel to develop, implement and maintain electronic filing system for all student payroll files, containing offer letters, student hiring forms, timesheets, account changes and pay rate changes.  
· Participate in human resource module testing groups to identify problems in software before general release for use.  Attend HR training sessions to ensure knowledge of policies is current.  Attend ECEE payroll meetings, HR BOM Meetings, RAA/Payroll/Administrative meetings, TA Training meetings, faculty/staff meetings, and IAFSE Town Hall meetings to keep abreast of IAFSE policy changes and announcements.

· Perform other duties as assigned, which has included serving in a volunteer capacity with Convocation, assisting with organizing and staffing ECEE Tailgate Parties, serving on the 2011 Impact and Excellence Selection Committee, and the 2011 United Way Campaign, and special projects assigned by Director or BOM, undergraduate, and graduate program chairs.  Process travel authorizations and claims for domestic and international travel for faculty and students with appropriate business purpose according and funding from PI following established policy and procedure.  Utilize El Sol Travel as needed.  Assist with front desk duties when short staffed, answer questions and inquiries on a daily basis by phone, email, and in person.  Direct students to ASU resources and appropriate offices for specific information that this department cannot provide.
· Provide Notary services to faculty, staff, students, and visitors as needed as a public service according to the guidelines and laws established by the State of Arizona.  

Office Specialist Senior, Department of Electrical Engineering 

10/16/ 2006 – 10/19/2008

Arizona State University, Tempe, AZ  



· Complete hiring process for undergraduate positions utilizing the Student Employment Website to post/close undergraduate vacancies and request Student Hiring Forms.

· Complete hiring process and/or manage positions for Graduate Research, Graduate Teaching, Academic Professional, and Staff positions utilizing PeopleSoft Recruiting, Manager Self Service, and Position Management modules for processing HPRs, position terminations, promotions, Ad Hoc Salary changes, Job Data corrections, Data Time Management approval of hours worked, and enter changes to funding accounts.
· Authorized to complete and submit I-9 Forms to Human Resources.

· Monitor payroll disbursements utilizing PeopleSoft Payroll for North America and Work Force Administration to ensure information is entered correctly and disbursements are accurate.

· Research, document and correct payroll discrepancies, then submit to Human Resources for corrective action.

· Execute corrective actions when necessary for inaccurate payroll accounts according to established guidelines.  Document all actions and provide summary regarding nature and extent of error to the Office Manager, Accountants, and Account Manager, and Human Resources.  Monitor position to ensure corrections are completed.  Meet with employee to review payroll discrepancies and explain necessary corrections.
· Prepare confidential and non-confidential correspondence to Faculty, Staff, and Students containing employment related information, including RA/TA Offer Letters, Social Security Letters, Salary and Employment Verification, as needed.
· Enter Graduate Financial Awards through GPortal Student Awards module for Graduate tuition waivers based on FTE%; document Fulton Fellowship, University Graduate Fellowship and Science Foundation Az Awards in appropriate modules based on award by semester or academic year.  Update awards as needed.
· Coordinate with appropriate offices to provide recipient information for Fulton Fellowship, University Graduate Fellowship, and Science Foundation Arizona Awards.  

· Act as liaison for students when contacting appropriate offices to resolve award discrepancies and correct student account balances when underpayment/ overpayment of awards are discovered. 

· Train new student hourly workers in policies and proper procedures for Web Clock submission and approval of time.    

· Respond to high volume of phone and walk-in inquiries daily from faculty, staff, and students, requiring interpretation of University Policies and Procedures as well as administrative decisions and policies.  
· Initiate services to address IT problems for faculty, staff, and students as needed.

· Provide Notary Public Services to faculty, students, and staff members as needed.
· Maintain office payroll and personnel files based on retention policies and confidentiality practices.

· Handle routine and non-routine situations by determining proper action, policy, and procedure to follow.

· Train and supervise student office clerks in proper filing procedures.
· Enter and complete process for Advantage Documents, including PO, PV, RX, PVQ, PDLPVO, Purchasing Card, and Transfer Documents as needed.
· Maintain spreadsheets created for each academic year to track Electrical Engineering Department payroll positions for Graduate (RA and TA) and Undergraduate (student hourly) positions.  Spreadsheet documents Name, Affiliate ID, Position Title, Position Number, Start Date, Stop Date, FTE%, total Stipend Amount, Biweekly rate, Total Pay periods, Faculty Supervisor and funding account for position.  Spreadsheet is constructed to track faculty, staff, academic professional, and Service Professional positions for Department.
· Data Entry into Space Survey to account for department utilization of allocated offices, conference rooms, classrooms, laboratories and storage.
· Graduate and Undergraduate spreadsheet tracks positions for the academic year and summer time periods for RA, TA, and Student Hourly Positions with the following information: Applicant ID, Job ID, Student, Affiliate ID, Position #, Position Title, FTE%, Start date, End date, Salary/Hourly rate, Biweekly rate, Faculty Supervisor, Position account, GPortal Graduate tuition waiver entry, Fulton Fellowship Award, University Graduate Fellowship Award, and Science Foundation Arizona Award.  

· Office duties include filing, purging files dictated by university retention policies, answering phones, greeting visitors, answering questions, providing directions, placing business related phone calls to various departments, attending meetings, attend relevant employee development training to increase skills and productivity.

Legal Support Specialist, Maricopa County Attorney’s Office, Mesa, AZ  
2004-10/13/2006
· Prepare confidential and non-confidential court documents including Grand Jury Indictments, True Bill, Direct Complaints, Petitions, Motions, Orders, Warrants, Subpoenas, and Notice of Hearing as dictated by individual cases.

· Organize and format documentation for court exhibits and evidence.
· Prepare confidential and non-confidential correspondence to Defense Attorneys, Plaintiffs, Victims, Law Enforcement Agencies, Law Enforcement Officers and others requiring notification of Hearing Dates and Court dispositions.
· Create and maintain individual case files, Schedule court dates for proper case action, create confidential court documents for individual cases under direction of assigned attorneys and on own initiative when appropriate, calendar specific dates for attorneys for each specific case.
· Manage Treatment Assessment Screening Center (TASC) files for felony drug cases transferred to deferred prosecution program.  Organized and categorized files to identify status and improve information retrieval for accurate management.  Worked with Prosecuting Attorneys to identify and initiate prosecution of repeat offenders.
· Trained support staff on TASC case file procedures including confidential court documents, scheduling court hearings, calendar court dates on individual attorney calendars, and coordinate appointments to prevent time conflicts.  

· Daily coverage of Heavy Multi-Line Phones.  Screen calls for appropriate action.
· All work performed with minimum of Supervision.

Legal Secretary II, Maricopa County Public Fiduciary, Phoenix, AZ
    

2001-2004

· Provided administrative and secretarial support for Assistant Public Fiduciary, Deputy Public Fiduciary, Estate Administration Manager, Guardian Administration Manager and six Estate Administrators.

· Established and maintained individual administrator calendars utilizing Outlook to ensure compliance with court mandates, attendance at court hearings, depositions, case management meetings, client appointments, training seminars, and workshops.
· Created hard copy reference manual for Legal Support position, with step-by-step instructions, checklists, and forms, to ensure adherence to office policies and procedures and to meet court mandated requirements at all levels of case management.

· Implemented new filing system for client case files to improve information management and to track location of files.
· Payroll back up.  Prepared Bi-Monthly Payroll submissions in absence of Office Manager when needed.  

· Daily scheduled coverage of heavy Multi-Line Phones.  Screen calls for appropriate action.

· Prepare confidential and non-confidential documents including Petitions, Motions, Inventories, and Accountings for living and deceased clients.  

· Scheduled Court Hearings.   Published Notice of Hearing and completed certified mailings informing interested parties of Court Dates according to Superior Court guidelines.  

· Prepared typed Transcription of depositions and performed Legal Research at Superior Court and Federal Court Records departments.

· Scheduled meetings with County Counsel and Estate Administrators for case reviews, including ordering food and beverages, scheduling conference room, providing Case file notes, and supporting documentation for options presented.  Prepared minutes for meetings attended, submitted draft for review and corrections, then distributed to attendees for future reference.
· Contacted appropriate Court Administration Offices to gather information on specific topics or for problem resolution.
· Arranged Publication of Court Notices and completed required Personal Service through certified mail services.
· Key User for DocGen software program training and problem resolution.
· United Way Office Committee Member two years 2005-2006.  Organized and hosted Silent Auction.  Contacted local businesses and Service Providers for appropriate donations.  Recruited volunteers to assist with the event.  Developed visual tracking system to record office progress toward charitable donation goal by division.  Visual tracking encouraged creative competition that resulted in an overall increase in charitable donations within the office.

· Calendared employee Birthdays.  Purchased appropriate greeting cards and initiated circulation for signatures, ordered Birthday Cakes with appropriate inscriptions, scheduled and prepared conference room for monthly celebration, Invited attendees, completed setup and final clean-up.  

· Organized collection of donations for special occasions and funerals.

· Organized meetings, invited attendees, scheduled facilities and equipment, prepared meeting materials, ordered food and beverages, scheduled delivery times and dates, set up serving tables and meeting rooms, confirmed reservations and services, answered questions and provided on-site decisions to ensure events were successful.
Secretary / Receptionist, The Bergman Companies, Tempe, AZ 



1999-2001

· Provided office support for two Vice Presidents and six Project Managers in a fast paced General Contracting office.

· Prepared sub-contractor contracts for active projects.
· Ordered and tracked project blueprints for bidding and contracting purposes.

· Verified sub-contractor licensing and insurance compliance to ensure contract legal compliance on worksites.  Contacted Sub-contractors for proof of compliance when required.
· Assisted with Certified Payroll submissions by preparing forms using provided calculations, scheduled and send by certified shipping services, or by secured fax transmission to appropriate agencies. 
· Created 100% complete Owner/Operator Manuals for each project.

· Completed travel arrangements for all office personnel including round-trip flights, hotel accommodations and car rental services as needed.

· Organized office celebrations; request quotes for facility rentals, catering services, and entertainment options.  Organized and submitted information to office manager for final choice and approval.  When approved, contacted proper people to make final arrangements, scheduled dates and services, determined total end costs, and provided decisions to ensure events were successful.
Property Maintenance, Lee Renovations, Apache Junctions, AZ 



1998-1999

· Scheduled and coordinated sub-contractors services including site walk-through.
· Performed office duties of invoicing, bank account reconciliation, bookkeeping, quarterly taxes, and payroll.

· Reconciled Accounts Payable and Accounts Receivable. 
· Supervised work crews of two to five individuals.
· Purchased office supplies as needed.  
· Ordered and inventoried project materials upon delivery to work site.

· Ordered and scheduled delivery/pickup dates for waste management services at various jobsites.

· On-site problem resolution for decisions requiring immediate action.

· Contact appropriate utility companies to schedule turn on/off of utilities.

· Create correspondence to individuals, businesses and agencies as needed.

· Meet with clients to walk through job sites, determine extent of services required, and develop understanding of the scope of work to be performed.
· Prepare written work proposals and create final invoicing upon completion of services.

Sales Secretary / Receptionist, Stradling’s Cabinets, Mesa, AZ 



1997-1998

· Provided secretarial support services for five Sales Representatives.
· Data Entry to job costing and payroll time programs, payroll distribution.

· Prepared daily cash reports and bank deposits.

· Assisted in generation of month-end closing reports utilizing computer databases and compiling information based on type, such as job cost reports per project, total cash sales, and outstanding accounts receivable/payable balances.
· Created purchase contracts, correspondence, maintained vendor files, client files, deposit and payment histories using tickler system and computer account entries to update payment histories.

· High level of customer service in Kitchen showroom, demonstrating features and options to potential customers, answering questions, scheduling appointments with designers, and completion of showroom cash sales.
· Complete credit card batch submissions, prepare and complete daily cash and check deposits.

Elections Receiving Site Supervisor, Maricopa County Elections, Chandler, AZ 

2003 – Present
· Attend training meetings for Elections night receiving site for updates in current policies and procedures.  

· Conduct on-site training for receiving site workers regarding personal safety and proper practices to ensure all polling site items are logged, sealed, and loaded onto delivery trucks for delivery.  
· On-site problem resolution dealing with routine and non-routine situations, such as reporting polling sites that have been delivered in error.
· Coordinate with MCSO Deputies for traffic control and security measures.

· Provide high level of customer support answering questions to ensure adherence to established policies and procedures.

· Coordinate with on-site E-fax operator for timely transmission of electronic ballots as received and identify modules that are still missing.

· Supervise five to eleven individuals, create teams and direct work flow to ensure speedy and safe unloading of vehicles delivering polling site materials, verifying all delivered items have intact seals.
· Log each polling site as items arrive, documenting missing items and directing poll workers to return and retrieve missing items.  Note locations that are locked and secured for future retrieval of missing items.
· Accurately report work start time, ensure all new personnel documents are completed, including the I-9 form, determine proper time for site workers to be released from service and log end time accordingly.  
· Ensure all sites have been accounted for and that main office releases delivery drivers and trucks to leave receiving site for return to main office.
· Final site walk through and clean-up to ensure all items of value are loaded on trucks.
COMMUNITY VOLUNTEER EXPERIENCE
Regional Singles Conference Committee Member 


Fall 1998 and Spring 1999

· Coordinate Catering services and volunteer workers for Eight Day Event

· Ensure Timely preparation of facilities from set-up to tear-down and final cleanup.

· Creative on-site problem resolution and decision making to ensure success of event.

· Attend regular committee meetings to report progress, coordinate events with other committee members and to creatively organize available resources for maximum productivity and impact.
PROFESSIONAL SKILLS DEVELOPMENT

· Notary Public commission #200683, current commission expires January 5, 2016
· Completed Legal Secretary Program with Rio Salado Community College
· Proficient in Microsoft Office (Word, Excel, PowerPoint and Outlook)
· Completion of a variety of courses relating to work prioritization, time management, communication, conflict and personnel management
· Computer Proficient
· PeopleSoft

· My Reports

· ASU Dashboards

· Accounts Payable/Accounts Receivable/Payroll Reconciliation  

· Event Planning.  

· Calendar Management 

· Supervisor/Trainer   
· Team Member in development of Crisis Management Plan
