	June Ramirez
	6363 Christie Ave, # 425

Emeryville, CA 94608

	Home:
(510) 655-0524

e-mail:      juneramirez@pacbell.net


	Efficient and accurate Human Resources Analyst skilled in human resource and financial information management.  Areas of expertise include compensation analysis, financial budgets, turnover analysis, ad hoc reporting and program administration.  Known as a creative and tenacious problem solver with a solid background in operations.   


	Professional Experience



	Orrick, Herrington & Sutcliffe LLP
	San Francisco, California
	2003 - Present

	HR Analyst

Responsible for human resource compensation analysis, program administration, reporting and data analysis in an 850-attorney international law firm.
· Create well-researched and designed staff compensation analysis that allows management to make informed decisions.  Analysis is based on job matching, pricing of positions, collection of market data and benchmarking. 

· Prepare and provide survey data to numerous compensation & benefits surveys sponsored by global human resource consulting firms to allow purchase of data at a much discounted participatory  rate.  Provide analysis of salary survey data as it relates to individual positions or job families

· Accurately produce numerous attorney and staff-related ad hoc reports and analysis such as attorney turnover studies to identify areas of voluntary turnover.

· Improved administration of expatriate program analysis and coordination. 
· Create an awareness of the department's financials and achieve better management of firm funds through participation in budgeting, forecasting and monthly reconciliations.  Track multi-million dollar high profile recruiting accounts.  

· Achieved much greater employee satisfaction and doubled the former rate of participation in the service recognition program through enhancement of service recognition program. 

· Realized a cost-savings of $10K plus through the automation and in-house creation of Firm Directories.

· Streamlined and automated Birthday PTO Certificate Program into an electronic process.  Improved efficiency of the program which led to greater employee satisfaction from participants and processors.

· Enrolled all US offices in automated receipt of state & federal employment compliance postings.  Ensured all required State and Federal employment compliance postings are maintained. 



	Clifford Chance US LLP
	San Francisco, California
	2002-2003

	Operations Specialist
Operations Specialist of the West Coast Division of Clifford Chance US LLP, world's largest law firm and a member of the West Coast startup team.  Immediately created an infrastructure to support the attorneys of the West Coast Division of Clifford Chance.   Performed wide ranging duties including budgeting, internal surveying, preparation of presentations, supervised secretarial workflow, attorney recruiting and various human resources functions.
· Created FTE reporting to inform the attorneys of timekeepers to non-timekeepers ratios to help maintain budgets and easily identify areas of need.
· Achieved tremendous cost savings utilizing Survey Monkey web tool to create internal client satisfaction surveys.  Elicited nearly 100% response of feedback from the attorneys.  

· Coordinated lateral recruiting, on-campus recruiting and the summer program.  Recruited 15 attorneys as part of the attorney hiring committee.

· Supervised secretarial staff, managed workflow and coverage to meet the requirements of the 40 plus attorneys in the San Francisco Office.

· Participated in budgeting, forecasting and monthly reconciliation of West Coast Region of Clifford Chance with the assistance of Hyperion Pillar Budgeting System.  



	Brobeck, Phleger & Harrison LLP
	San Francisco, California
	1999 - 2002

	Executive Assistant to Director of Human Resources
Supported Director of Human Resources in an 800-attorney law firm.
· Created specialized utilization report to track attorneys' billable hours.
· Prepared budget, forecast and monthly reconciliations with the assistance of Keystone/On-Budget financial system to maintain budgetary guidelines and fiscal responsibility.

· Efficiently coordinated several department moves during year-long remodeling phase



	


	the good guys!
	Brisbane, California
	1991 – 1999

	Executive Assistant to Vice President of Human Resources
Supported Vice President of Human Resources at a premier retailer of consumer electronics which consisted of 80 plus stores in the Western US.
· Administered Direct Line Program, open communication program in a 4,000 employee company.    
· Participated in budgeting, forecasting and monthly reconciliation processes utilizing Hyperion Pillar to ensure budget is maintained.

· Coordinated with outside vendor, the design, administration and debriefing of employee satisfaction surveys.
· Coordinated, tracked and approved expenses of over 30 relocations.
· Revamped achievement awards program that resulted in improved award recipient satisfaction.  Raised employee awareness and participation which contributed to employee motivation.
· Researched and selected high quality temporary services, at best possible costs, for the corporate office.  
· Recruited and matched highly qualified executive assistants to the officers of the company.  


	Application Skills
Microsoft Office 2003:  Access, Excel, Outlook, PowerPoint and Word
HRIS – PeopleSoft 

Onbudget Financial Budgeting System

Hyperion Pillar Financial Budgeting System
CMS/various financial applications
Adobe Acrobat Professional
Visio

I-manage/document sharing system
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