Sandra Bravo
1223 Cabernet Dr. Gonzales, CA . 831.998.3816 . Bravosr10@hotmail.com
HUMAN RESOURCES & LEGAL PROFICIENCIES 
	Hiring and Retention
Benefits Administration
Training & Development

Sourcing Applications
	Legal Research & Legal Proceedings

Confidentiality & Case Management
E-filing/UCIS Immigration Forms
Employee Relations
	Orientation & Onboarding

Motions, Contracts & Agreements
Client Interviews
Civil Law & Trial Preparation


COMPUTER & HUMAN RESOURCES APPLICATIONS PROFICIENCIES
	UltiPro
Kronos
Oracle 
	Microsoft Suite
Agknowledge
Meditech

	PACER 
West Law 
Federal Confidential Systems 


EDUCATION & CERTIFICATIONS
California Risk Control Services, Certified Train the Trailer (Forklift, Aerial Lift, Respiratory, and Tractor) -April 2019
Ag-Safe, Human Resources Safety Certificate- February 2019

Columbia Southern University, Bachelors of Science Criminal Justice Administration - 2013
Arizona Western College, Occupational Certificate in Paralegal Studies - 2008
Hartnell College, Associate of Arts, Administration of Justice -2008

PROFESSIONAL EXPERIENCE
Human Resources Safety Coordinator 





November 2018 - Present 
Rio Farms, LLC, King City, California & Holtville, California 
· Conduct onboarding and safety trainings: Tractor, Forklift, Respiratory, and Chemical/Pesticide Handler.
· Maintain and administer Workman’s Compensation claims (5020) and respond to TPS request.
· Transport injured employee, gather post-accident documentation, and statements.
· Serve as the liaison for the Harvest Department during the winter season.

· Manage documentation for identifying and eliminating hazardous conditions affecting employee safety. 

· Conduct accident investigations, Human Resources internal investigations, and coaching meetings.
· Provide day-to-day administration of safety programs, employee safety incentives, and safety inspections.
· Manage OSHA, Cal-OSHA, state mandated postings, and SDS forms of hazard materials. 

· Manage reporting and prepare yearly OSHA/Cal- OSHA reports.
· Coordinate safety training programs: Sexual Harassment, CPR/First Aid, and Leadership Training. 

· Prepare and gather documentation requested by OSHA and governmental agencies.

· Assist in exit interviews, prepare translations, and create forms for the departments use. 

· Order and distribute personal protective equipment and safety/first aid supplies.
· Conduct inspections: Harvest, Shop, Office, and Cooler/Blending Line. 
· Coordinate the company safety incentive programs and distribute safety incentives.
· Maintain all employee safety training records in compliance with the IIPP.
· Conduct post-accident safety tailgates, trainings, and coaching. 

Human Resources Generalist 





      June 2018 - November 2018
Mee Memorial Hospital, King City, California 
· Responsible for the new hire process: requisitions, background processing, offer letters, and onboarding. 

· Evaluated and determined position compensation, pursuant to the California Hospital Association metrics.
· Accountable for the computation and approval of employee performance evaluations. 

· Conducted offboarding; generated mandated documents. 
· Maintained and created confidential personnel records, health, and workers compensation.
· Responsible for employee cash-out processing and conduct I-9 audits.
· Interpreted policies and procedures; and drafted, edited, and update job descriptions.
· Processed action requests, changes, pay rates, and transfers. 

· Respond to unemployment claims and processed required documents. 

· Knowledge of the Joint Commission Regulations, labor relations, and licensures. 
· Maintained communication with all department executives, personnel, and health care recruiters.

Human Resources Generalist






 September 2017 - April 2018

Automated Harvesting, LLC, Salinas, California/Yuma, Arizona    
· Organized recruitment: sourcing applications, coordinating job postings, reviewing applications, and scheduled interviews for commodity managers. Entered new hire data into appropriate HRIS systems. 
· Organized the orientation process; conducted daily/weekly on boarding of new employees.
· Administrated and interpreted health insurance benefits, pension plan, and life insurance.

· Processed enrollment of elected benefits and processed changes during open enrollment.

· Maintained company brand and image, identified legal deficiencies, and advised a solution. 
· Provided exceptional customer service in a diverse and strong minority presence.
· Drafted SOP and policies, legal acknowledgments, and general correspondence. 

· Created and maintained personnel, medical/confidential, worker’s compensation, and I-9 files. 

· Processed weekly harvesting payroll, commodity hourly reporting, and check distribution. 

· Traced payroll changes, such as promotions, demotions, and transfers. 

· Performed exit interviews, requested a final check, and prepared required employee’s separation forms.
· Assisted in employee relations and generated grievances, or proper training.
· Responsible for removing terminated employees from HRIS and initiating COBRA benefits.

· Responsible for safety logs, safety training materials, and the employee referral program. 

· Serve as the liaison between management and employees by handing concerns, interpreting and administrating complaints, and assisting to resolve work related issues to foster a positive environment.
· Processed verifications of employment, EDD audits, and created job descriptions.
· Processed the First Report of Injury or Illness for Workman’s Compensation insurance.

· Managed OSHA, Cal-OSHA postings and SDS forms of hazard materials.

· Maintained feedback and constant communication with hiring managers and company employees.
· Managed social media publications, job postings, messages, and phone calls.

Paralegal





                  

January 2007- September 2017

Office of the Yuma County Attorney, Yuma, Arizona
· Represented as Yuma County’s liaison for asset forfeitures and manage seized property.

· Oversaw recruitment, employee relations, developed work plans, and trained new staff.

· Sourced, reviewed, and organized interviews for the department’s vacant positions. 

· Maintained the law library, administered retention policies, and served as the backup safety officer. 

· Attended and coordinated depositions, client meetings, and court proceedings.

· Interviewed potential clients seeking adoption assistance and determined case potential. 

· Maintained knowledge and researched Procedural Laws, Administrative Laws, Arizona Civil Rules and Procedures, Federal Laws and Rules, and county personnel policies.

· Analyzed evidence and advised law enforcement agencies of policies and procedures. 

· Presented case facts to attorneys to resolve law suits; and prepared settlement documentation.

· Responsible for maintaining quarterly reports, department records, and budget line items.

· Prepared civil and criminal litigation documentation and maintained trial notebooks. 

· Processed timesheets into Oracle, process travel expenses, and procurements.

· Conducted community trainings to advise the community of subsidized services. 
· Created and presented the Yuma County Asset Forfeiture Program to law enforcement agencies. 

· Maintained communication with judicial staff, state agencies, and the community. 
· Prepare case exhibits, identify evidence, identify and prep witnesses in advance. 
· Assisted with preparing and filing mental health documents with the court.

Biometric Technician
                                  
           


    September 2005 - December 2006 

Northrop Grumman Company, Salinas, California 

· Assisted Immigration Officer with interviews with applicants seeking permanent residency.

· Processed biometrics by capturing electronic fingerprints, photographs, and signatures.

· Served as the biometric quality control technician.


Family Services Advocate                                                

            May 2004 - September 2005
Children Services International, Salinas, California 
· Supervised childcare development centers with enrollment standards.
· Interviewed clients to determine eligibility for subsidized child care services.

· Scheduled monthly eligibility meetings and re-certification for subsidized assistance.   

· Conducted fraud investigations, terminated services, and prepared appeal documentation.  
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