Toya J. Bost-Utsey

Phone: 914-862-2198 | E-mail: Toyau214@optonline.net

Professional Experience: 

Hudson Valley Bank, N.A. 






Yonkers, New York 

Benefits & Compensation Coordinator


 


April 2006 – Present
· Supervise administrative support staff with projects etc.
· Develop and foster ongoing trusting relationships with senior business leaders 
· Administer and facilitate Incentive Award Program for Executive Management to Non-Exempt employees
· Processes benefit deductions in payroll and create payroll benefit reports. 
· Research federal and /or state laws and regulations related to benefits requirements 

· Prepare benefit reconciliations for accounting 
· Assist with recruitment effort for employees, interns, and temporary employees

· Maintain compliance with federal and state regulations concerning employment , disability, Workers Compensation, & Family Medical Leave

· Administer various employee benefit related programs 
· Manage and audit the benefit portal of the HRIS System
· Process benefits enrollments and terminations in the HRIS System and various vender databases
· Manage and create Job Descriptions; Work with managers to develop job descriptions for staff
· Administer COBRA, Worker’s Compensation, Disability, and Family Medical Leave 
· Compile Salary surveys and assist with salary structure
· Approve salary change documents and Performance Appraisals and confer with Managers with changes or suggestions
· Facilitate benefits portion of New Hire Orientation and ensure proper completion of  benefit enrollment 
· Counsel employees and confer with managers to resolve employee relations issues
· Develop and administer various wellness programs
· Monitor new employee on-boarding and successful transition period
· Act as HR interface in company-wide Business Continuity and Disaster Recovery efforts

· Maintain Human Resource Information System records and compiled regulatory report

Human Resources Administrative Assistant





September 2002 – April 2006 
· Processed new hire paperwork, changes to benefits, tax forms, etc.; input changes into HRIS System 
· Processed Disability, Worker’s Compensation, and Family Medical Leave documents
· Proofed bank-wide time-sheets and payroll register 
· Process terminations 
· Compiled all resumes for the Employment Administrator’s review
· General administrative support duties 
Cablevision of New York City                                     



Bronx, New York
Employee Relations Coordinator 






July 2000 - September 2002 
· Prepared research and maintained information for routine reports and special assignments. 
· Completed projects and performed various administrative duties such as compiling timesheets, receiving and routing incoming mail, and typing correspondence 

· Assisted the Benefits Administrator with Worker’s Compensation and Family Medical Leave 
· Provided employees with identification cards through a database
The Law Offices of Chaifetz & Chaifetz





New York, New York  

Legal Secretary 








 January 1999 – March 2000
· Screened and directed telephone calls.

· Prepared legal documents such as Wills & Closings
· Scheduled appointments for depositions and court appearances
Education: 

Mercy College 





· BS in Organizational Management, anticipated August 2012 
Monroe College
· AA in Office Technology, May 1998
Skills: 
Proficient in Microsoft Word, Excel, Outlook, and PowerPoint; Ceridian HR/Payroll; PeopleSoft HR/Payroll and ADP

HR/Payroll
Affiliations:

Member of the Society for Human Resources Management (SHRM)

