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Teresa Márquez
PO Box 336454
Ponce, PR 00733

(787) 385-1165 / marquezt@hotmail.com / www.linkedin.com/pub/teresa-marquez/21/a49/1a4/
Summary of Qualifications
Administration, Human Resources, Recruiting, Labor Relations, Supervision, Customer Service, EHS and Security/Surveillance professional with more than 21 years of experience in the manufacturing and electronic industry. Knowledge of labor laws, employee relations and regulations impacting the HR functions as per company goals and objectives.  Proven problem solver dedicated to higher levels of profitability through increased efficiency, planning and employer/employee harmony.  Broad experience all aspects of office management and developing strategies to enable the office to run smoothly and efficiently.  Computer user (Excel, Word, Power Point, Lotus Notes), HR Sense and ADP (HR/Payroll Programs), Pay Expert and Time & Attendance, Work Force /Kronos (Time & Attendance), Oracle, SAP, Affirmative Action Plans, EEO, document imaging/digitalization.  Transcription and translation from English to Spanish language.  Bilingual (English and Spanish).  Good communication skills.
Professional Experience
	Vassallo International Group, Inc., Ponce, PR

HR Director and EHS/Security 
	March 2014 - Present


-Directs and coordinates HR activities, such as employment, compensation, labor relations, benefits, and training and employee services including EHS and Security functions.

-Collaborate to craft operational solutions and provide operational input into program strategies.

-Managed operational planning, business case analysis and special project implementation 

-Managed and prepare in collaboration with HR team the annual office budget, including Safety, Clean-Up, Common Expense and HR

-Provide comprehensive, executive-level business case analysis in support of operational initiatives.

Selected Accomplishments:

-Support to the Manufacturing Director and Maintenance Manager that all projects and to do list being completed on time by developing a schedule chart and priorities.  (100% effective and good feedback)


-Key person in promoting and foster effective communication environment thru all the company employees, at all levels, with a good feedback for solutions to situations and concerns.
	SHRM – Society of Human Resources Management
PR Chapter, Hato Rey, PR  (Volunteer, No Compensation)
Coordinator SPHR/PHR Certification Course 
	August 2013 – December 2014


-Coordinates/Provides support of material to the SHRM PR Chapter Office in accordance with the necessities that may occur to them in behalf to the students that assist to the SPHR/PHR Certification Course.
-Manages materials for the pre and post-test trainee exams and assist the class teacher in manage important information to students
	CHECKPOINT CARIBBEAN LTD, Ponce, PR 

GSC Sr. Administrator (2012-2013)
	June1992 - Feb2013



Selected Accomplishments:

· Key person and supervised closing of plant to a 100% accuracy and expectations, including: 401K, terminations, GSC production inventory daily and weekly reports, negotiations in outplacement, recruitment and procedures, accounts receivables/payables and payroll/time & attendance.
· Ensure a 100% completion of tasks as an Administrator and backup Administrator of MyCMS (Corporate HR Program with Company objectives and projects) for Latin American & Caribbean.
· Successfully managed payroll process/reports on time for employees, including Time & Attendance and Payroll.  
	HR & Security Specialist and Assistant to Latin America Caribbean HR Director (1992-2012)
	


Selected Accomplishments:

· In charge of the company recruiting process, exempt and non-exempts employees.  Negotiated better rates for temporary/contract employee recruitment with Agencies with a reduction of 40% in final rates negotiations.  Promote, mentor and coach college internships and co-op students.  
· Directed the company Activities Committee by personally coordinate all employees’ activities and evaluated the proposals, achieving almost a 35% overall cost reduction while still maintaining the high quality of service.
· Internal audit Team Member and key person in the effective completion (100%) in Sarbanes Oxley Audits of Company Procedures and documentation; and System Manufacturing Audit for ISO9001 Certification by maintaining a rapid response and effective contact with Government Agencies.
· Maintained in a 100% accurate employee personnel files and employee database for HR/payroll, employees’ performance/evaluations, performing various duties in the processing and monitoring of employees benefits.
Provide assistance to the HR Director in the planning, development and administration of effective HR programs and employee benefits.  In-charge of the recruiting/qualification process and orientation for new employees and personnel files.   Evaluated, recommended changes and standardized individual operating procedures, updated job descriptions, salary comparisons and questionnaires, employee training and development as needed.  Represent the company in external charity activities with companies like United Way, SHRM, ESGR, Cancer Foundation, Special Olympics and student and employment fairs; as a social responsibility matter.  Generated inter-company reports, reviews and documents translations, and maintained/updated all information relating to company cars and travel arrangements.

Supervise a crew of eight (8) internal and external security guards, who patrol and check company buildings and facilities.  Supervised, evaluated, verified and approved work schedules for the group of the Security Guards.  Wrote, checked and updated security procedures and policies.  Enforce security regulations at the work site.  Assume predetermined action and renders first aid in emergencies such as accident, fire and illness.  Administered Access Control System (assigned access card, view and verify security cameras).  Assure that the Safety System work and function as required by Company security specifications.
Education & Certifications
· BS in Secretarial Sciences - Minor in Management/Administration - PCUPR, Ponce, PR
· PHR/SPHR Exam Course (Exam in progress) and Supervisor’s Post Graduate Studies – SHRM PR
· HR Manager Certification - One Year Course -  by Successful Management, Inc., Hato Rey, PR 
· Manager and Supervision Specialist Certification - PR Preparatory School for Managers & Supervisors – Successful Management, Inc., Hato Rey, PR
· Medical Plan Billing Course and Certification - PCUPR, Ponce, PR
· American Red Cross Standard First Aid and Adult CPR w/ Heart saver AED since 6/28/00 
Trainings/Seminars/workshops (Among  others……)
Effective Administration and Motivation with the New Generations; True Colors and Talent Management; Document Digitalization/Imaging; ADP Payroll –Time and Attendance; SAP Basic Training;
Labor Forums (SHRM), HR Administration / Train the Trainer; Affirmative Action Plan and EEO Workshops; Safety/Security Trainings, Communication and Labor Relations, People Talent, etc.

Total Quality & Compensation Workshop; Labor Laws (AAA, EEO) – Reviews and updates as they become available every year; Preparatory course for the SPHR/PHR Certification;
5’s – Philosophy Training - (Sort, Straighten, Shine, Standardize and Sustain)
2013 Seminars and Workshops – Conversational English Workshop, Security & Good Practices in Handling Information Seminar, Domestic Violence in the Workplace Seminar, Business Development Workshop
Professional Affiliations

Member of SHRM PR and USA (Active) – Also Member/Volunteer 2010 and 2011 SHRMAnnual Conferences - Educational Program;  
Volunteer as Coordinator SPHR-PHR Certification Course (2013-2014)
Member of Society for Professional in Labor Relations (APRL)
Member of ASIS International (PR Chapter) – American Society of Information Systems (Security)
Member of NAPW (National Ass. of Professional Women)
Awards & Recognitions
Prime & Checkpoint Excellence Awards for Outstanding Performance (98%) in exceeding quality and job expectations
Recognized in 2007 by the Mayor of Ponce as Ponce Distinguished Women for Social Responsibility[image: image1.png]



