Erin N. Zseller
917.692.2415 						                erinzseller@gmail.comSummary: 
Experienced and dynamic Human Resources professional with demonstrated accomplishments as an HR Specialist seeks a growth opportunity. Expertise in several core HR disciplines (employee relations, recruitment, HRIS data entry and analysis), excellent interpersonal, computer and communication skills as well as operational knowledge applied to advance corporate goals. Proven ability to operate in a business environment, with transformation and adaptability for success, are enriched by advanced education.
Experience:
Major Healthcare Staffing Corp., Hauppauge, NY                                                                August 2015-Present
Human Resources Specialist, March 2017-Present
· Recruiting, screening, and handling new hire paperwork of all administrative employees, processed on average four employees a month
· Analyzed monthly demographic, attrition, and turnover reports for senior management
· Maintain employee benefits by following up with incomplete new hires, entering and terminating employees, tracking unused deductions and assisting with open enrollment
· 401K daily administration – enter and end contribution and loan deductions, follow up with employees, as well as ADP/ACP testing and audits
· [bookmark: _GoBack]Receive and reviewed an average of ten unemployment claims per week
· Managed project to streamline personnel changes system on Microsoft Excel by making an all-inclusive personnel form
· Assisted initiation and management of transition and onboarding for 1,500 employees, including demographic and benefits information to PEO
Junior Human Resources Coordinator, August 2016-March 2017
· Assist with processing semi-monthly payrolls and weekly payrolls using Microsoft Excel and ADP HRMS
· Entered all new hire information and employee changes into ADP HRMS daily 
· Handled audit preparation for 401K and preschool audits semi-annually
· Implemented and administered employee satisfaction surveys and conducted feedback sessions with HR Director to implement recommendations
Human Resources Assistant, August 2015-August 2016
· [bookmark: _Hlk495604219]Maintained and updated human resources documents, such as organizational charts, employee handbooks, and intranet governance, new hire and terminations reports
· Answered, resolved, and recorded an average of 300 inquiries per month to HR Help Desk on a monthly analysis spreadsheet to provide to upper management 
· Assist HR department with 401k and preschool audit research semi-annually 
· Maintenance of administrative personnel files and payroll records 
· Created social media policy utilized company wide

Higher Education Work Experience:
Resident Assistant, SUNY Cortland, Cortland, NY                                           August 2012-May 2015
· Assistant administrator of a co-educational residence hall housing 200 students
· Created a community through monthly programs, bulletin boards, and door tags
· Respond to emergency incidents, report and implement plans to prevent similar future cases
· Mediate conflicts between students and staff throughout the building
· Participate in the residence life staff duty rotation for the building
· Attend bi-annual training sessions to better myself as a professional, individual, and as a resident assistant
Education:
State University of New York at Cortland, Cortland, NY
· May 2015, Bachelor of Science, Psychology
Sacred Heart University, Online Education, emphasis on Industrial Organizational Psychology
· Expected Graduation August 2018, Masters in Applied Psychology, GPA 3.95

Skills:
Advanced proficiency with Microsoft Word, Outlook, Excel (Formulas and Pivot Tables), various ATS and HRIS packages. Basic Adobe knowledge.
