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3216 Loma Verde Drive Apt. D-13, San Jose, CA 95117 – (C) 408-380-9713 –(E) lo_hampton@yahoo.com
Summary
To secure a position where I can prove my hardworking ability and contribute to the growth of the
organization utilizing my combined education and experiences.

Highlights
	· HRIS applications 
	· Results-oriented

	· PeopleSoft MIS
	· Professional and mature

	· Sage/Timberline MIS
	· Energetic work attitude

	· Word/Excel/Outlook/QuickBooks proficient
	· Sharp problem solver

	· Employment law knowledge-FMLA, ADA, CFRA, EEO
	· Resourceful

	· Benefits administration/HIPAA Practices
	· Business writing

	· Human Resources Management (HRM)
	· Strong interpersonal skills

	· Contract administration
	· Dedicated team player

	· Insurance eligibility verifications


Work Experience:
West Valley Mission Community College District: Mission College
January 2015-Present

Senior Administrative Assistant-Math & Science Division

Santa Clara, CA

Support faculty, students and Academic Dean of Math and Science Division.  Build and maintain positive working relationships with co-workers, other district employees, and the public using principles of good customer service.
Search Pros Staffing: San Francisco Bay Area Rapid Transit District
March 2014-May 2014
Administrative Technician-Contractor

Oakland, CA 

Research and analyze DOT and FTA rules, regulations and mandates that correspond with BART Drug and Alcohol programs and practices; Create BART Drug and Alcohol Administration Procedures Manual to include policies and procedures of employer testing requirements regulated by DOT; Research and analyze DOT and FTA MIS Data Reporting procedures and instructions and reporting requirements for safety-sensitive  employees; Enter employee’s testing info into Collection and MRO logs for tracking and reporting; Discuss and review BART Substance Abuse Program, Workplace Violence and Trauma Response Programs with BART Drug Testing Coordinator.  Organize and file industrial and non-industrial work status reports and injury claims.
Apple One Staffing Services






August 2013-Oct 2013

Various Contractor positions

Santa Clara, CA & San Jose, CA
Match and locate sales orders and delivery receipts for billing, Assemble completed sales orders  numerically and prepare for filing, prepare and mail outgoing vendor payments, Retrieve and open incoming mail, Assist production, operations and accounting staff as needed.
Chrisp Company
May 2012 to May 2013
Accounting Technician
Fremont, CA
Review weekly Profit and Loss statement to monitor project costs and note any variances for follow up;  Receive and verify project close-out; Obtain and prepare preliminary notices to advise all contracted and non-contracted parties of our presence on the job and lien notice filing; Receive daily time-cards and enter material codes and attach job costs; Review, verify and complete vendor lien release forms; Scan materials and documents into management information system; Match bill lading documents with purchase orders and  GL code vendor invoices for payment; Receive , review and verify conditional and unconditional progress payments and forms; Route incoming calls to appropriate representative; Organize office for better 
efficiency.
Sizzler Restaurant   |   San Jose, CA

Server
June 2008 to September 2012 
Provide guests with menus. Greet guests and seat them at tables. Inspect dining and serving areas. Speak with patrons to ensure satisfaction. Receive and record patrons' dining reservations. Operate cash registers. Provide entrees and appetizers, extra utensils and condiments while providing excellent customer service, refill drinks, clean work station and refill paper products and ice 

Hornback's Restaurant   |   Muskogee, OK

Server/Cashier/Hostess
July 2004 to October 2007 
Clean tables and counters, provide customer service. Collect payments from customers. Garnish and decorate dishes. Perform food preparation duties. Prepare tables for meals. Serve food or beverages to patrons. Recognize customer intoxication. Replenish supplies of food, tableware or linen. Resolve customer complaints. Use oral or written communication techniques. 

San Jose/Evergreen Community College District (A-C):


A.
Human Resources Technician I/Benefits Administration-
October 2000-May 2004
San Jose, CA

Explained district and collective bargaining agreement, personnel policies and new hire procedures, examinations, salary schedules and other related employment pertinent information to faculty, staff, job applicants and retirees; Processed benefit enrollment and change forms for new hires and retirees and maintained benefit enrollment records; Tracked and audited health and welfare insurance carrier invoices and payments and reconciled insurance carrier billings to HRIS database for accuracy; Administer COBRA letters per qualifying event and explain premiums and COBRA rules and regulations; Prepared statistical data reports provided from current and former carrier claim usage data to determine what prevention information was needed for staff to lower claim usage that was affecting increases in premiums for district self-insured plans. Answered employee questions regarding benefits and eligibility and resolved any issues following HIPAA guidelines and practices; Compiled and prepared reports and documents pertaining to personnel activities; Requested confidential live-scan fingerprint background information and maintained separate records of; Prepared business letters, reports, presentations and announcements; Coordinated annual open enrollment and employee wellness fairs; Maintained personnel files as per labor regulations.
B.     Accounting Technician/CalWORKS (WIN) Program-
August 1999-October 2000
Budget salaries, benefits, and other program expenses. Track and maintain expense and student employment records for CalWORKS 75/25 student work-study program, Calculate hours on submitted timesheets and submit to the Payroll Department for payment, Prepared journal entries and budget transfer adjustments  to Program GL accounts following cost accounting techniques, Prepared purchase orders, purchase requisitions, invoices and business correspondence Created forms and expense reports using MS Excel
C. Various Hourly Positions/Office Assistant, Secretary II & III-
February 1998-August 1999
Greet and assist customers and other personnel, Receive and distribute mail correspondence and phone calls, Review expense and data reports for accuracy and completeness, Create mail merge documents, letters and forms, Data Entry, Filing, Order and maintain office supply inventory, Operate computer, fax, copier, and other office equipment as needed.
Education:

Ashford University


Bachelor of Arts: Human Resources Management



Dec. 13, 2013
Clinton, IA, USA—*Spring 2012 Deans List


Evergreen Valley College

Dec. 17, 1997
Certificate of Specialization: Business Information Systems


San Jose, CA, USA
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