
George Gonzalez

207 Esplanade Way #107 Casselberry, FL 32707

Phone  • (321) 249-0529

E-MAIL •  ggon24@comcast.net 

	objective

	
	Conscientious, dedicated Human Resource professional with a desire to gain employment with a progressive corporation offering challenge, fulfillment and opportunity. 

	Experience

	December 2003 

to

February 2005


	Human Resources Specialist
ACS State & Local Solutions

Teaneck, NJ

· Recruited for various non-exempt positions within the company
· Managed the Tuition Reimbursement program.

· Arranged pre-employment drug testing for all company new hires.

· Administered Leave management (STD, LTD, FMLA, WC, MLOA, Personal, Military, etc.)

· Conducted exit interviews.

· Handled all conflict resolutions and employee relation issues to include performance improvements plans and discipline issues.

· Provided daily benefits administration support to assigned Lines of Business and functional groups.

· Mastered the understanding of entire benefits system and SLS business rules.

· Responsible for reorganizing and bringing a fresh feel to our new hire orientations.

· Administered all policies, procedures and programs, including any new updates:

· Reconciliation and remittance of all benefits carrier bills.

· Conducted training sessions and conference calls when called upon to do so.



	September 2001 

to

September 2003
	Benefits Specialist
NRT (Cendant)

Parsippany, NJ

· Reviewed and analyzed FMLA applications; made recommendations and developed employer responses; interpreted human resources policies and procedures with regards to benefit, paid and unpaid-time off options for employees.

· Implemented training for internal Human Resources community regarding administration of FMLA/LOA policies.

· Assisted in employee relation’s issues.
· Interfaced with third party administrators regarding short-term and long-term disability claims.

· Reported worker's compensation injuries to a third party claims administrator and provide advice and direction regarding claims.

· Monitored the filing of unemployment claims and filed appropriate response to the state for claims that are contested.

· Processed Cobra information with a third party vendor for all company locations.

· Project leader for the new company service award program.

.


	July 00

to

 March 01

April 99

to

July 00

	Office Manager
SPL WORLDGROUP

Morristown, NJ

· Coordinated all office relocations within the facility.

· Administered company-training programs.

· Assisted in recruiting and interviewing for various non-expect positions within the office.

· Vendor negotiations and contract management for facility equipment.

· Supervised four office employees.

· Ordered all office supplies as needed.

· Coordinated office events.

· Balanced petty cash and office checking account.

Employee Services Administrator 

The Record Newspaper

Hackensack, NJ

· Assisted the Vice President of Human Resources.

· Assisted with training, recruiting, benefits, and employee relations.

· Responsible for the administration of company training programs.

· Managed all annual employee activities: Blood Drive, Flu Shots, United Way, Habitat for Humanity, Corporate Challenge, employee discount packages to theme parks and other company special offers.

	Education
	5/1998          Florida International University ,   Miami, FL 

Bachelor of Business Administration in Human Resources Management.



	System Skills


	Human Resources Systems:

· Ceridian’s Source 550

· Lawson

· Ultipro

· SAP

Report writing Systems:

· Crystal
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