
	Destiny Rivera
47 Pioneer Circle, Manchester CT, 06040 · (860)268-8881
Desrivera2017@gmail.com 


Education
	expected gRADUATION may 2023
masters of human resource management, university of connecticut

may 2021
bachelors of science, central connecticut state university
Major: Business Management with a concentration of Human Resources
Minor: Economics



experience 
July 2022 – Present
human resources assistant, hanwha aerospace usa
· Assist with Recruitment and onboarding when needed
· Forming and maintaining employee records
· Updating databases (ADP) internally, such as sick and maternity leave
· Preparing and amending where necessary HR documents, employment contracts and recruitment guides
· Reviewing and renewing company policies and legal compliance
· Communicating with external partners
· Reporting regularly on HR metrics, such as company turnover
· Being the first point of contact for employees on any HR related queries
· Assisting with payroll by providing the department with relevant employee information, holiday and sick days taken
· Helping with various arrangements internally, from travel to processing expenses 
· Ensure employees are aware of the benefits and assist with any questions

November 2021 – Present
owner, all in auto Rentals, llc 
· Oversee Employee Performance
· Coordinate with clients their schedule and availability of rental vehicles
· Registered bookings and explained the terms of rental agreement including payments
· Answer any client or vehicle questions
· Schedule maintenance for rental vehicles
· Resolve overdue car rentals and complaints
· Maintain records for each vehicle and the renter 

AUGUST 2021 – Present
owner, all in auto, llc 
· Oversee Employee Performance
· Cultivate relationships with new customers and build rapport to better understand their wants and needs to accomplish a sale with 100% customer satisfaction
· Recruit knowledgeable employees for positions as Office Manager and ASE Certified Mechanic via Indeed
· Design and execute on-boarding and off-boarding procedures for employees
· Create business relations with car auctions and employees within the United States
· Maintain records for each vehicle and the buyer 
· Complete any compliance/DMV paperwork that is required
· Register vehicles with the State of Connecticut
· Prepare documents for sale to include registration, financing, and any services

April 2021 – SEPTEMBER 2021
Human resources/payroll assistant, Lake Compounce
· Assists Human Resources/Payroll Manager with Hiring and processing paperwork
· Maintain personnel files
· Educate onboarding employees via orientation
· Answer any HR/Payroll questions from team members and managers
· Conduct phone interviews and group video interviews
· Process Employment Eligibility Verification documents (I-9’s)
·  Responsible for recruiting candidates
· Create team building opportunities to increase morale and unity



	December 2019 – may 2021
cashier, cvs Health
· Appropriately escorted customers to products that they need
· Provided exceptional customer service
· Maintained accountability of all customers within the establishments 
· Accounted for money within register 

February 2018 – May 2021
Student trainee, U.s citizenship and immigration services 
Department of homeland security
Series 0399-GS 7
450 main street, hartford, ct 
Supervisor: Diana degama (413)230-4822
· Maintaining and compiling files for lists and reports while resolving issues
· Utilize electronic systems to examine applications and petitions, to verify data used to make decisions and to determine the level of adjudicative review
· Assist attorneys within the Trial Attorney Unit with decisions for Status Docket cases
· Investigate the results, specify the issues, and interfile resolutions to the alien file
· Conduct security checks in accordance with DHS/USCIS laws and policies using proper databases: CIS2, FBI Fingerprint and Name Check
· Examine and interpret an extensive spectrum of sources, including immigration 
               laws and regulations, operating instructions, legislative history, precedent decisions, 
and other legal references to follow the correct course of action for cases in Immigration proceedings 
· Merging files to resolve issues
· Aiding onboarding ISA’s for duties including processing Parole-in-Place applications, local scheduling, ICMS scheduling and FBI Name Checks
· Create and provide reports to Upper Management
· Submit additional requests
· Scheduling applicants for their immigration interviews and managing sensitive information/ personal identification information (PII)

	September 2017 – February 2018
Hostess, Georgina’s resturant and banquets
· Appropriately escorted customers to their seats
· Provided exceptional customer service
· Maintained accountability of all customers within the establishments 
· Accompanied elderly and disabled individuals to their desired location
· Maintained accountability of all the server’s tables


Skills
	Efficient in Microsoft applications 
Document Review for Immigration 
Efficient in Google document application
Attention to detail 
Open-minded

	Time management 
Interpersonal communication
Critical thinking
General admin
Personable


Activities
· Former HAVOCT volunteer September 2016 – April 2019
· Former  National Honors Society 2016-2017
· Former Music Honors Society 2016-2017
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