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Areas of Expertise

Business/Operations Management ( Procurement ( Orientation & On-Boarding ( Organizational Development    ( Negotiationing ( Multitasking & Working under Pressure ( Team Player ( Organizational Management ( Training & Development ( Client and Vendor Relations ( Community Outreach ( Calendar Management ( Relationship Building ( HR Policies & Procedures ( Staff Recruitment & Retention ( Employee Relations ( Benefits Administration ( Budget Administration  ( Fundraising ( Research ( Event Management ( MS Word, Excel, & PowerPoint
Professional History  

Universal Business Solutions, N.A.,  New York, NY
Aug. 2014 to Present
Top 250 fastest growing companies on Inc. 500, an exclusive ranking of the nation’s fastest growing private companies.

Chief People Officer
Partner with executive team to implement and support UBSNA policies, practices and programs and address day-to-day HR operational issues such as employee and labor relations, compensation reviews, negotiate contracts, review proposals/bids, escalated benefits issues, performance management and training. Supervise the service team and manage new projects with the IT team both locally and abroad in implementing and executing services to clients sites. Implement HR policies and programs including employee relations, recruiting and staffing, wage and salary administration, benefits, and employee training. Provide objective and strategic input and guidance to employees at all levels of the organization including career development, and general management/employee relationship issues. Guide managers and employees in resolving employee relations issues by providing effective conflict resolution and coaching with the ultimate goal of turning employee behavior around. Identify and implement training programs. Implement and manage compliance efforts with federal, state and local laws and regulations relating to all aspects of the employee life cycle. Investigate claims of misconduct and escalate to legal and security team as required. Maintain current knowledge of industry trends and employment legislation to insure regulatory compliance.

Selected Highlights

· Drastically improved communication across all departments by implementing weekly meetings, daily reports, and creating project forms to ensure a smooth transition with services and products for clients. 
· Increased employee retention by implementing onboarding process and training programs. 
Douglas & London, P.C..  New York, NY
April 2013 to Aug. 2014
Top 30 most influential law firms in the  nation that provide legal services for mass tort, medical malpractice, and/or negligence. 
Human Resources/Office Manager
Provide administrative assistance to legal staff in a law office. Assess the urgency of situations and determine appropriate actions, monitor status of pending item, provide follow up and keep managing Partner informed by communicating a wide variety of information. Prepare legal correspondence and presentations. Train attorneys and support staff in the use of all office systems, including case management system, filing protocols, docusign, and Citrix. Utilize case management system for electronic data management of legal files and creation of management reports. Work with IT professionals to create and implement a disaster recovery plan. Administer staff recruiting and employee relations, manage assistant services, paralegal services, and temporary employees. Deal with outside contractors and vendors (including phone service agreements, copier service agreements, supplies, etc.).
Selected Highlights

· Planned, coordinated and executed office move for 30 employees and helped ensure a smooth transition into the new location.  

· Structured and implemented programs and policies in the areas of training, benefits packages, and new-employee orientation. 

Optical Academy, New York, NY
Jan. 2011 to Jan. 2013

Provider of low-cost eyecare programs, services and products.

Business Operations Leader/Director of Visionraiser 

Spearhead daily operations of programs, with a focus on resolving internal issues and disputes to ensure efficiency. Deliver progress reports to Board members to update them on activities, successes, and challenges. Create, edit, and present presentations, drive promotions to optimize visibility of organization. Oversee team of department heads, providing guidance on employee matters and recommendations for promotions. Ensure accuracy of expense accounts and managed payroll administration. 

Selected Highlights

· Strong experience in calendar management, scheduling, public speaking and creating presentations. 
· Created and implemented company literature including policies, procedures, manuals, and training kits.
Columbia Bank, Hawthorne, NJ
Nov. 2005 to Dec. 2010

Third-largest mutual financial institution in the U.S, and the largest mutual bank in NJ.
Managing Teller
Drove customer service excellence and ensured optimal coverage through daily direction and scheduling of 6 tellers – approved transactions, managed adjustments, and addressed and resolved issues. Boosted bank business through proactive sales of money orders, bank checks, and bonds; additionally, disbursed loans, opened new accounts, and opened/re-negotiated CDs.
Selected Highlights

· Recognized for outstanding performance with Service Excellence Awards in 2008-2009. Promoted from original position as Teller in 2008 due to strong knowledge, leadership, and capabilities.

· Partnered with HR team in creation of a detailed manual for Head Teller position to ensure understanding of role’s responsibilities and decrease heavy turnover.

Volunteer  History 
Philanthropic Aid through Collaborative Efforts, Wayne, NJ
       Jan. 2008 to Dec. 2016
Non-profit organization focused on providing humanitarian relief to Syrian refugees.
Board Member
Established a partnership with an NGO in Jordan to provide humanitarian aid to Syrian refugees residing in Al-Azraq, Jordan. Secured funds from donors to distribute food parcels, water tanks,  set up a makeshift school tent, hired a teacher to educate 50 students for a year, and setup a playground. 
Selected Highlights

· Raised funds and worked in Al-Azraq in conjunction with partner NGO to distribute 200 food parcels, 10 water tanks, and set up a makeshift school tent.
· Organized and prepped second team traveling to Al-Azraq to set up a playground for the Syrian refugee children, provided art therapy sessions for the students in the school and for the women at the center.  
Circassian Benevolent Association, Wayne, NJ
June 2008 to Dec. 2011
Non-profit organization focused on preserving and promoting the Circassian culture.
Chairman– Amin Samkough School
Play lead role in maximizing success of school that serves the Circassian community – direct activities of 30-member faculty, as well as volunteers, and oversee staff attendance. Ensure smooth operations by enforcing policies and expediting resolution of issues with staff, students, and teachers. Create/monitor expense budget and track monies collected and owed. Update progress reports to Board members about successes and challenges. Drive interest and financial support through planning and orchestration of open houses, registrations, graduation, and fundraising events, while boosting awareness by forging strong relationships with board members, council, and local businesses. Optimize volunteer staff through recruitment and training. 

Selected Highlights

· Secured operational stability through creation of school’s organizational structure, including establishment of policies and procedures – hired teachers and recruited members to serve on critical curriculum committee. 

· Directed fundraisers and forged relationships with local businesses, which has helped increase school enrollment by 50%.
New Jersey Community Water Watch, Newark, NJ
Sept. 2003 to May 2004

A program funded by Americorps for  the corporation for national and community service

Community Outreach Coordinator

Built awareness of state environmental issues through delivery of dynamic presentations to students in urban elementary schools. Developed strong relationships with teachers and coached select students on lesson plans and presenting materials. Performed 300+ hours of community service.
Selected Highlight

· Raised visibility of contaminated waters, a major issue for New Jersey, which is the #1 state in the U.S. for water contamination.

· Optimized student interest in environmental issues by providing activities to support all lessons. 

Education

Bachelor of Science in Business Management (2008) – Rutgers University, Newark, New Jersey


