candidate: DORIS SCOTT
     candidate: DORIS SCOTT

EDUCATION:
· California State University of Hayward, CA Bachelor of Arts (Sociology) 

· San Joaquin Delta College, Stockton, CA Associate of Arts (Business Administration) 

qualification summary:
· Fifteen years as a skilled human resources benefits administrator and HR Specialist. 
· Deep experience in implementing benefits administration practices. 
· Proven and experienced administrator in

· Professional Experience maintaining, and managing benefits for the employees of an organization, retirees for benefits typically including medical insurance, pension plans, individual retirement accounts (IRAs), vacation time, sick time, and maternity leave.
· Peoplesoft software
· Workday 
· ADP 
· Payroll 
PROFESSIONAL EXPERIENCE: 
Evergreen Unified School 






     District Oct 2023 – Current 
Current Substitute Assistant

· Managing various on-call Substituting roles

Managing various on-call substituting roles Skoll Foundation



 May 2023 – Sept 2023

Talent and Culture Lead
· Managed onboarding and offboarding process.

· Performed employee payroll and benefits using workday.

· Used and maintained ADP HRIS records for enrollment and reports.

· Managed systems to track and report important HR information.

· Responsible for employment legal compliance matters.

· Managed all hands meeting, feedback sessions, and focus groups.

· Ensured internal communication.

AC Transit








               Nov 2021 – May 2023

Senior Administrative Lead
· Counseled active and retired employees concerning internal and external concerns.

· Ensured benefit billing reports were accurately reconciled; benefit changes, and premium

· payments.

· Use Peoplesoft software for benefits enrollment and reports.

· Conducted new hire employee benefit orientations.

· Processed new hire paperwork necessary for health and welfare plans.

· Entered new hire data into HRIS system.

· Responded and resolved benefit-related issues and responded to queries in a timely manner.

· Advised and interpreted Retirees on retirement plan documents.

· Responded to child support orders.

· Scanned and file documentation for recordkeeping.

· establishing,

Contract Roles/Limited Agreement Touch of Modern 



   Aug 2021 – Nov 2021

Human Resources Generalist

· Audited timecards and payroll.

· Assisted with employee onboarding and offboarding, including new hire orientation.

· Assisted recruitment with job postings and scheduling.

· Main point of contact for internal and external customers.

California Brazing  








 May 2021 – Aug 2021

Human Resources Generalist

· Provided administrative support to human resources function (e.g. offer letters, new hire paperwork, separation paperwork, record keeping, drug testing, etc.).

· Advised employees on group health plans.

· Managed leave administration, including employee notification.

· Maintained accurate data using EMSCBIZ by entering new hires, terminations, changes, etc.

· Handled payroll using CBIZ on a bi-weekly schedule.

· Reconciled monthly insurance billings.

· Acted as liaison between employees and insurance carriers to resolve problems and clarify

· benefits.

· Processed unemployment claims.

· Assisted with Recruiting and interviewing process.

· Facilitated criminal background check process for new hires.

ECS  








                         Sept 2020 – April 2021

Human Resources Administrator

· Worked directly with Human Resources Director, Associate, and Human Resources Manager.

· Coordinated benefits and worked with New Hires enrolling them into benefits program.

· Provided leaves of absence consultation.

· Assisted with open enrollment.

· Inputted data through the HRIS system when necessary.

· Assisted facilitating new hire process and paperwork.

· Maintained personnel files and ensured all paperwork were filed and up-to-date.

Minghua California LLC 





                              Jan 2020 – Aug 2020

Human Resources Administrator 

· Managed recruitment support process including candidate contact, candidate interview scheduling, creating pre-employment documentation, and data tracking of the employment selection process.

· Managed continuous improvement process for HR operations and procedures.

· Processed company bi-weekly payroll to third party payroll provider.

· Facilitator for conflict resolution/mediation/problem solving program.

· Negotiate pricing for company purchases of products/services to ensure best quality and cost.

Zenith American Solutions







   July 2013 – Jan 2020

Client Services Assistant

· Worked directly with Client Services Executive.

· Managed and resolved client service request.

· Maintained client management system.

· Managed multiple and ongoing projects with changing priorities.

· Researched plan rules and benefits questions.

· Balanced employer contribution report data.

· Analyzed documentation of procedures and identified process improvements.

· Updated monthly changes for plan participants related to benefits and enrollment information.

· Performed leaves of absence, COBRA, related duties, including generating notices,

· correspondence post and tracking. • Provided eligibility verifications.

Genesys Telecommunications 






              Aug 2012 – July 2013

Human Resources Generalist

• Responsible for consulting health benefits.

• Assisted with open enrollment.

• Administered process for benefits.

• Reconciled premium payments to benefits carriers.

