James Allen McCartney
1706 E. 10th St. 
Newton KS 67114 
Cell Number- 3167276989 
James.mccartney1988@gmail.com

OBJECTIVE: 
Supervisor/ Human Resources/ Administrative
SUMMARY STATEMENT
[bookmark: _GoBack]Modernized, Organized, Productive, Leader, and motivated in accomplishing personal goals along with setting new goals for myself and place of business.  Completing the task at hand in a timely manner is important, but quality is of a high priority. Leader oriented, task motivated and works well under pressure. 
SKILLS/STRENGTHS
· Orientation/Hiring/Terminating
· W-4/K-4/ I-9/8830
· Initial filing FMLA/LOA/Vacation
· Policy Manuals
· MSDS Documents
· Training Paperwork
· Filing Paperwork/Invoices/Accounts/Petty Cash
· Accounts Receivables, Payables
Computer Proficiencies:
Microsoft Windows 07 or better I.E. Word, Excel, Power Point, Etc
EDUCATION
Bethel College, North Newton, Kansas 
Bachelor of Arts in Business Administration: Graduation 08/10
Emphasis in Management and Marketing

AGCO Corporation 08/12 - Present 
Assembler
· Read, Follow, and Understand Blueprint
· Locate Hardware from Blueprint
· Sub-Assemble parts for combine
· Set Grain Bin on Unit
· Attach Sub-Assembled parts
· Quality Check and Inspect Final Product
· Submit Completion of Unit on MEZ
· Submit issues to MEZ If applicable 

AdvantEdge Quality Cars, Wichita, KS 02/13 – 07/13
Car Sales Associate 
· Manage/Update Website/Update Inventory
· Cold Calling/ Follow Up Calls
· Marketing/Prospecting
· Pre-Qualify Customers gathering Basic Information
· Make Sales/Place Customer with Desired Vehicle
· Answer phones/ Use of Office Equipment
· Financing Options/ Collection of Proper Documents
· Ongoing Daily Training – Joe Verde

Applebee’s Bar and Grill, Newton, KS 02/08 – 02/13
Assistant General Manager	
· Manage 15- 30 employees at a time
· Daily money deposits
· General Book Keeping
· Weekly schedules
· Monitor revenue each shift
· Maintain proper budgets, productivity numbers, labor reports
· Monitor inventory levels, product waste, portion control
· Correct and compliment employees as needed to make sure standards are upheld
· Maintain daily product levels and health code standards
· Make sure all guests are taken care of 100% 
· Orientations and New Hire Paperwork and training/ Termination Paperwork 
· Follow AOA/Health Code Standards
· OSHA Compliance
· Assist in Budgeting, Period Projections, P&L’s, Procurement 
Marketing Internship: Wichita Wild Spring 2010
· Made cold calls to advance accounts
· Maintained accounts for upcoming events
· Promoted Wichita Wild and Hartman Arena Products in Harvey County
· Made appearances as set up throughout the county
· Sold products to guests and maintained proper tracking of items sold
· Answered phone calls, emails, and other messages
· Worked to obtain sponsors for different events
· Helped set up “Scripts” for various events i.e. football games, concerts, school use

LEADERSHIP EXPERIENCE 
2011, 2013 – Bethel College Assistant Coach – Defensive Line
2011-2012- Shift Supervisor/Kitchen Manager/AGM at Applebee’s
· 2009, 2010- Expert At Applebee’s
· Lower Production costs by working to specification and minimizing waste
· Raising Revenue
· 2009 - Football captain and Team Counsel Member for Bethel College Threshers
· Setting goals for the season
· Leadership/Representative for the team
· Handled disciplinary issues
· 2008 - Champions of Character Leadership Team member
· Setting goals for Bethel College Fall Athletics and Bethel Community 
· Role model in the classroom and on the field
· 2005, 2006- Football Captain for my high school team

