Lizette Colmenero
colmenero.lizette@gmail.com | (619) 791-9977 | Winchester, CA
Results-driven professional with 15+ years of experience in administrative operations, workforce planning, and employee support within large healthcare environments. Proven expertise in managing payroll for over 200 employees, coordinating schedules, and ensuring compliance with labor agreements. Bilingual communicator (English/Spanish) who excels at improving team collaboration, resolving conflicts, and optimizing business processes. 
Core Competencies

• Payroll & Timekeeping Management
• Workforce Scheduling & Planning
• Employee Relations & Communication
• Labor Law & Union Compliance
• Staff Onboarding & Training Support
• Conflict Resolution & Coaching
• Data Management
• Performance Support & Feedback
• Bilingual Communication (English/Spanish)
Professional Experience
Kaiser Permanente – San Marcos, CA 
Department Scheduler / Payroll Coordinator | 2022 – Present
• Manage and coordinate workforce scheduling for 200+ union employees, ensuring contract compliance and adequate coverage.
• Prepare and process payroll efficiently, including overtime, leaves, and benefits, ensuring accuracy and regulatory compliance.
• Serve as the liaison to resolve scheduling conflicts and address employee concerns professionally.
• Generate staffing reports to support decision-making and strategic planning.
• Maintain payroll records and support audits for compliance and internal controls.
Kaiser Permanente – San Diego, CA
Bed Placement Coordinator | 2019 – 2022
• Supported coordination through hospital throughput planning, involving staffing logistics and interdepartmental collaboration.
• Communicated with clinical and administrative teams to ensure effective patient placement, contributing to workforce optimization.
• Participated in policy committees to streamline patient admission processes and support staff performance initiatives.
Kaiser Permanente – San Diego, CA
Admitting Clerk | 2017 – 2019
• Managed front-line patient intake, insurance verification, and financial collection in compliance with company policies.
• Supported goals by improving patient and visitor service experiences, resolving issues promptly and respectfully.
• Maintained accurate documentation and coordinated with multiple departments for seamless operations.
IHSS – County of Riverside, CA
In-Home Caregiver | 2007 – 2017
• Delivered compassionate personal care in compliance with medical orders and patient needs.
• Developed care plans and maintained documentation, demonstrating high attention to detail and compliance.
• Built strong relationships through trust and communication, key components of effective practice.
Gomez Tax Service – San Diego, CA
Administrative Assistant | 2004 – 2014
• Provided administrative support including calendar management, document control, and scheduling.
• Maintained personnel-related records and facilitated internal communication.
• Resolved client issues with professionalism and confidentiality.
Additional Experience
• Unit-Based Team Member, Kaiser Diagnostic Imaging – 2025–Present
• Service Associate, LPL Financial – San Diego, CA – 2012–2015
• Customer Service Associate, Volt Viewtech – San Diego, CA – 2002–2004
Education
• Master of Business Administration (MBA), Human Resource Management – Colorado Technical University – 2025 
• Bachelor of Science, Business Administration – Healthcare Management – Colorado Technical University – 2022
Certifications
• SHRM-CP – Certified HR Professional | Society for Human Resource Management, 2025
Professional Development
• Administrative Medical Assistant Certificate – Southwestern College, Chula Vista, CA – 2017
