	Liliana Diaz

	522 Pearl Street, King City CA, 93930    (831)214-1172    lili_diaz831@yahoo.com



Objective 
			Human Resources

Experience		Payroll
				March 2015-Present		Rio Farms, LLC			King City, CA
Evaluate  weekly timecards
Archive Employee Records: I-9s, W2s, 2810.5 forms
Work with Benefits, HR & AP/AR departments

Human Resources Assistant
				September 2011-May 2013	Hartnell College			Salinas, CA
Experience in recruiting interview screenings & reference checking
Organize candidate qualification interview results
Other miscellaneous duties

			Nurse Office Assistant
			June 2010-August 2010		Mee Memorial Hospital		King City, CA
Update old medical records
Assist with filing
Compose documents

Education		 March 2020 California Polytechnics State University San Luis Obispo, CA
Working on B.A., Business Administration, HR

			June 2013		Hartnell College			King City/Salinas, CA
A.A., Business Administration

			Aug.2005-June 2009		King City High School		King City, CA
Diploma Received
Skills
· Bilingual/Bilateral 
· Management
· Computer literate
· Communication
· Multi tasker
References	
				Janeel Welburn			Supervisor 			(831) 385-7187
				Alma Arriaga			Supervisor			(831) 755-6168
				Nora Torrez-Zuniga		Supervisor			(831) 755-6102
Jennifer Lopez			HR Director			(831) 821-3809
Isabel Guido			Coworker			(831) 578-9350
