Jennifer A. Maguin







fourmaguins@earthlink.net

EDUCATION:
Loyola Marymount University, Los Angeles, CA

May 1996



Bachelor of Arts, Psychology





EXPERIENCE:
Canon U.S.A., Inc., Costa Mesa, CA


Sept 1998-Aug 2002



Human Resources Specialist II




· Manage all aspects of benefit planning and administration including renewal process, open enrollment, electronic eligibility interfaces, monthly billing

· Manage all aspects of compensation administration including job description development, promotion evaluation, company-wide salary surveys, bonus program admin.

· Project management of web based PeopleSoft workflow applications for employee self-service: temporary employee requisition, personnel requisition, MBO program, job description development/revision

· Maintain Human Resources benefits intranet pages utilizing Microsoft FrontPage

St. Mary Medical Center, Long Beach, CA


Jan 1997-Sept 1998

Employment Representative

· Manage all phases of candidate recruitment, testing, screening and selection to maintain an organization of 2,000+ employees

· Organize and implement student intern programs including placement, orientation and evaluation

· Intimate knowledge of healthcare industry employment practices and procedures

Los Angeles Times, Orange County, Costa Mesa, CA 
Fall 1995

Human Resources Intern

· Provided paraprofessional support to the Human resources Manager and staff

· Participated in open enrollment procedures

· Analyzed and made recommendations in the development of personnel policies including a sexual harassment training program

SKILLS:
Proficient in PeopleSoft 7.5; Microsoft Office 2000: Word, PowerPoint, Excel, FrontPage; Internet Explorer; Lotus Notes

HONORS AND:
Magna Cum Laude Graduate

AFFILIATIONS
Valedictory Finalist


Presidential Academic Scholarship to Loyola Marymount


St. Bonaventure Catholic Church Parishioner


Psi Chi Psychology Honor Fraternity

TRAINING:
Occupational Safety and Health Compliance


Employment Law


Recruitment and Retention


Employee Benefits Administration


Principles of Wage and Salary Administration


COBRA Administration


FMLA Administration

