Linda Wagner
303-485-5529
lwagner59@comcast.net
__________________________________________________________________________________________
Human Resources, Administrative Assistant, Office Manager

An experienced office professional with practical skills in all office functions. A team player who is reliable, highly organized and detail-minded with a positive attitude.
 
SEARS HOLDING COMPANIES (K-MART DIVISION) BRIGHTON, CO
2005-2013
HUMAN RESOURCES GENERALIST 

Handled Human Resources administration for a given geographic location. A proven ability to maintain strict confidentiality with strong positive interpersonal and leadership skills. Worked with Management to establish and maintain a positive work environment.   
  Processed payroll for all employees  
  Managed the recruiting, training, orientation, and onboarding of all new employees
  Managed conflict resolution among employees.
  Performance Management for annual reviews.
  TPC, HRIS, OSHA, EI9, 8850, W-11, WFM scheduling and Red Prairie/Brass Ring hiring system
            
[bookmark: _GoBack]KMART CORPORATION Louisville/Denver, CO.
1991-2005
ADMINISTRATIVE ASSISTANT/OFFICE MANAGER 

Provided administrative support to store and Assistant Managers to include resolving extensive customer service issues relating to purchases, billing and general customer needs 
  Prepared written correspondence, handled mail distribution and answered phones
 Processed all A/P and A/R entries
  Entered and maintained all purchase orders.
  Maintained and ordered office supplies.
  Scheduled and followed up on maintenance contractors.
 
KMART CORPORATION Broomfield, CO.
1985-1991
CASH OFFICE MANAGER

Management of cash office to include training and supervision of cash office associates.
  Maintained proper cash on hand for a store with 10 million dollars in annual sales.
  Recorded debits and credits.
  Balanced store cash sales daily.
  Reconciled and balanced bank and credit statements.




SKILLS
10-KEY BY TOUCH
TYPING 65+ wpm
Microsoft Office 2007 (Word, Excel)
Outlook
Copier, scanning, multi-line phone system, faxing 


PROFESSIONAL REFERENCES                                                                PERSONAL REFERENCES  
STEVE SELK                                                                                               MIKE PETSCH
658 SOUTH REED COURT                                                                       610 A. STREET
LAKEWOOD, COLO.                                                                                 GLENDO, WY.
720-732-2891                                                                                            307-331-4342

MITCH MITCHELL                                                                                     JEANNIE SCHULTZ
295 ASPEN DRIVE                                                                                    23904 WEST LAKE VISTA AVE.
BRIGHTON, COLO.                                                                                   ANTIOCH, ILLINOIS                                                                                  
720-985-4918                                                                                            224-321-3084

CYNDI TEASDALE                                                                                      MAGDALENE MONTANO
12675 BELLAIRE STREET                                                                          214 9TH STREET
THORNTON, COLO.                                                                                   FT.LUPTON, COLO.
720-883-6702                                                                                             303-857-9446                                                                                            


