Patricia A. Moss, MSM/HRM



5 Beech Street

914-500-5832




                            White Plains, NY  10603
Tricia1672@aol.com
EXPERIENCE

05/2008- 12/2008                 Disney Publishing Worldwide                            White Plains, NY

Human Resources Assistant – Temp
· Prepare rejection letters to applicants.

· Responsible for the recruitment efforts of temporary employees by working with various temp agencies, screening resumes and forwarding them to different hiring managers.
· Conduct criminal background checks and submitted requests for employment verifications to an outside company.

· Submit all unemployment claims to Employment Services.
· Made travel arrangements for candidates.

· Assist with new hire on boarding process.

· Process invoices using SAP.

· Book conference rooms using Microsoft Outlook.
· Handle all requests for leave of absence for employees.

· Complete special projects for the Director of Human Resources.
03/2007- 02/2008 
             Premier Home Health Care Services, Inc.
       White Plains, NY
Human Resources Generalist
· Review and screen all applications and resumes.
· Prepare offer letters for new hires, termination letters, and rejection letters to applicants.
· Prepare appropriate paperwork for new hires, terminations & transfers.
· Responsible for the recruitment efforts for exempt employees. Work with the HR Manager to recruit and interview prospective applicants and conduct telephone and face-to-face interviews. 
·  Prepare job postings by working with recruiters and placing advertisements in local newspapers and online recruitment resources. 
· Serve as primary contact for all legal correspondence and ensure timely processing of information.
· Process all HR related paperwork and ensure legal compliance on all documentation. Conduct the orientation program and process all new hire paperwork.  Prepare and distribute identification cards.
· Conduct criminal background checks and driving records. Track pre-employment drug screening tests and conduct employee references and verify licenses for nurses.
· Complete all requests for employment verification and provide supporting documentation of employment. 
· Maintain and update personnel files of approximately 300 employees and assure confidentiality and integrity of the data and documentation.
· Process all unemployment claims and attend monthly meetings with the company’s Unemployment Vendor to discuss ongoing issues.  Complete all disability claims and forward information to appropriate vendor for processing.
· Assist in the timely processing of all Worker’s Compensation Claims, i.e.: incident reports, C-2s,C-11s, C-240s etc., submit the information to the Worker’s Compensation vendor, and follow up as required. Maintain the OSHA log.
·  Ensure all HIPPA requirements are adhered to.
· Assist with processing semi-monthly payroll utilizing ADP.
01/2006-Present

Union Baptist Church                                         White Plains, NY

Benefits Administrator
· Provide advice and counseling to the Committee on the development of the Church’s Employment Policy and Procedures Manual. 
· Create job descriptions by the completion of job analysis. Assist in interviewing and hiring employees.
· Provide employee relations counseling on the usage and application of the Church’s PTO policy (vacation, sick, and personal time).
· Provide new employees with an Orientation Handbook and assist in presenting the on-boarding presentation.
· Recommend benefit plan changes to the Church Board and HR Consultant.  Plan, coordinate, and communicate open enrollment sessions.  Manage, communicate, and administer benefits for all eligible employees.
· Provide recommendations and guidance to the merit increase process.  Track the approval process and assist in processing the change of salary.
07/2003- 3/2007 


Argent Mortgage Company, LLC                     White Plains, NY

Underwriter
· Underwrite residential mortgage loans in compliance with underwriting guidelines.

· Examine loan documents including loan to value ratio, credit reports, loan applications etc.

· Work with brokers to clear conditions and stipulations and resolve questions regarding loans.
· Thoroughly audit all documents in the loan file.
· Approve, deny or suspend loans in accordance with federal, state and Company polices. 
Loan Processor/Funder

· Doc files and send closing package to the title company.
· Contact Title Company and requested final HUD Settlement Statement for approval.
· Verify all documentation on the mortgage loans for accuracy and completeness.
· Review the loan file to ensure the package was complete and met all funding requirements.
COMPUTER EXPERIENCE

· Microsoft Word, Excel, PowerPoint, Outlook, Access, File Maker Pro, Business Objects, Empower, and SAP.
EDUCATION


LESLEY UNIVERSITY                                    
                                    Cambridge, MA



School of Management

                             Masters of Science in General Management 

                             Dual Concentration Human Resources Management                        May 2000

NORTHEASTERN UNIVERSITY

                                                   Boston, MA



School of Business Administration



Bachelor of Science in Finance


                      June 1996

MEMBERSHIPS


Member of Society of Human Resource Management 

Member of Westchester Human Resource Management Association
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