
Madelyn B. Marin
1493 Gumwood Drive, The Villages, Florida 32162
Phone: (954) 790-1770 Email: madelynmarin@live.com

S u m m a r y   o f   Q u a l i f i c a t i o n s

Experience with Benefits’ Management to include 401(k) Administration for union and non- union employees  Benefit and Payroll Conversions  Extensive Management, Supervisory and HR experience  Knowledgeable with the implementation of Benefits’ Electronic Interfaces  Outstanding organizational and time management skills  Knowledge of HRIS, SAP - HR module  Bilingual in both English and Spanish verbal and writing.
P r o f e s s i o n a l   E x p e r i e n c e

Southern Glazers Wine & Spirits, Miramar, FL    September 2018 – Present

Benefits Manager
 Responsible for directing, monitoring, completing, and supporting all Benefits transactions processed by the Shared Services staff for the multiple Southern divisions across the country.  
Managed Payroll\Benefits Customer Care Group to ensure that all Benefits related issues were handled and resolved in a timely fashion.  
Due to the critical nature of deadlines related to the processing and reconciliation of benefits and payroll transactions, I had heavy interaction with Benefit vendors, unions and divisional Human Resources Managers across the country. 
Interviewed, hired, trained and evaluated staff of 14 employees and two supervisors, developed disciplines and strategies and mentored staff to ensure motivation and satisfaction of the ensuring their highest level of performance.    
Southern Glazers Wine & Spirits, Miramar, FL    June 2006 – September 2018
Benefits Supervisor

Responsible for the daily management of the Benefits Department and a team of thirteen, their daily assignments and processes; monitoring and supporting all benefits-related transactions servicing SGWS’ 40 plus locations, to include reconciliations of Benefit Provider bills, Benefit enrollments, Benefit changes due to life events, terminations and weekly 401(k) administration and payment for union and non-union employees.  
Responsible for the management and overseeing yearly Discrimination reporting, Testing and 401k True up for multiple unions and nonunion 401(k) plans.
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Resume – Madelyn Marin

 In partnership with Human Resources, established a new Benefits Dept. by interviewing and hiring new employees for open positions, mentored and developed team members and awarded promotions to include Supervisor, Senior positions, Business analyst and Team Lead roles ensuring continuity and keeping turn-over to a minimum to present time.
Completed annual performance appraisals for Benefits team in a timely manner, providing both positive and constructive feedback to promote an atmosphere of learning and growth.  Conducted progressive disciplinary action activities, when required, to ensure that employees are made aware of their shortcomings and are given every chance to succeed prior to termination.

 Created and promoted a safe environment with open communication and open-door policy for employees to interact, take risks and ask questions to maintain low levels of turnover and high levels of employee satisfaction.  Established the Annual Benefits Week program for Employee development, teambuilding and recognition.  
Established and/or updated Benefit processes and procedures.   Established cross-training and employee milestones metrics; prepared and conducted training sessions for both divisional and departmental users on Benefit concepts and the use of the SAP system.
 Monitored workloads, overtime requirements and staffing levels to ensure the proper match of headcount by location to transaction volume
 Oversee and assist with the coordination of SGWS’ National Open Enrollment for all SGWS locations ensuring that Shared Services Personnel have required tools in place to process Open Enrollment.  Coordinate with National Corporate Director of Benefits Communications of updated Plan and rate information to internal and Divisional personnel. Coordinate with SAP Project Team configuration of new plan’s and rates in SAP.

 Interpretation of union contracts renewals and preparation of BRF’s to update SAP configuration of accruals and proper GL accounts and QA testing.
Support internal and external audit activities, as required, to ensure that auditors are provided with the necessary information to complete their audits timely.

Participated and coordinated Provider and Payroll conversions and worked with SAP Benefit programmers and team for SAP updates of rates and payroll deductions.
Initiated and participated in Business process improvement activities as it relates to the area of Benefits, taking responsibility for making and implementing efficiency-enhancing recommendations.  Worked with multiple Benefit providers and assisted with the implementation of Benefit Electronics interfaces.  Consistently monitored and updated Internal Policies and Procedures affecting administration of Benefits. 
ME Productions – Pembroke Park, FL

     January 2000- May 2006

Human Resources/Benefits Administrator
 Manage company Human Resources department including policies, recruiting and hiring personnel; record keeping and daily procedures in compliance with Florida Labor Law.

 Performs Benefit administration to include Medical and Dental insurance, Worker’s Compensation, Disability Leave and COBRA.
 Managed Employee Relations, recommended appropriate disciplinary action activities, when required, educating managers, to ensure that employees are made aware of their shortcomings and are given every chance to succeed prior to termination.
 Responsible for Employee and Intern recruitment, hiring and background and drug testing.
 Developed and maintained job descriptions and task analysis for company internal departments.
 Managed employee yearly vacation accruals to include personal and sick time
Re-wrote company Employee manual and maintained appropriate updates.
 Established and implemented other additional Employee programs, i.e. Employee Referral program, Employee Recognition program and Employee Enrichment program
 Planned and organized Team Building programs and trainings to include new product knowledge. 
 Established a yearly Employee Evaluation program and process and gauged completion; established a “Merit” compensation program.
 Assisted the Payroll dept. implementing Kronos Employee time system, reconciling time worked, overtime and job costing.    
E d u c a t i o n

Regional College of Bayamon, University of Puerto Rico
Bachelor of Science in Business Administration 

Major: Business Management    Minor: Marketing

Additional accreditation courses, workshops and seminars including, Personnel * Work Team * Business and Organization Skills * Human Resources and the Law, HRIS - SAP and Spinifex
R e f e r e n c e s   A v a i l a b l e   U p o n   R e q u e s t
