
Ryan Smart

4832 S. Perth St, Centennial, CO 80015
850-687-9686 • ryesmart@gmail.com
                                  

PROFESSIONAL PROFILE
· The ability to demonstrate valuable leadership in groups through impeccable organizational and planning skills 

· Manage all aspects of Human Resources for recruiting, hiring, personnel files, employee relations

· Excellent communication skills demonstrated by ability to work with people of diverse backgrounds 

· Knowledge in Microsoft Office products, ANDAR, for professionalism and business efficiencies 

· Driven and ambitious individual who takes the initiative to get the job done

· Trained in, and knowledgeable of the AAA Four Diamond, and Forbes Four Star standards

· Awarded the 2012/2013 AAA Four Diamond Award

· Awarded the 2013 Forbes Four Star Award 

PROFESSIONAL EXPERIENCE

Human Resources / Management


                                                    
· B&P Enterprises         (6/14 – 8/14)                  


Human Resources Manager
· Labor Force Staffing        (2/14 – 6/14)
                     

Branch Manager
· Audited all new hire packets to ensure all paperwork for new employees was complete and correct

· Trained office coordinators on new hire processes, procedures for new hire paperwork, and the maintenance of employee files
· Manage operations of branch office. 

· Provided leadership and guidance for Account Coordinators, Sales Representatives, and On-Site Representatives.

· Responsible for the tracking weekly Aging and Billing reports. 

· Keeping track of weekly billing from clients.

· Following up with clients regarding outstanding invoices on my weekly Aging report.

· Visit clients to ensure satisfaction in staffing levels and current employee performance and productivity. 

· Follow up with clients to maintain retention in staffing levels, and to fill new staffing orders.

· Work closely with Sales Reps to call on new and potential new accounts to establish and maintain good working relationships.
· Effectively managed and provided guidance for employee issues
· Conduct weekly and monthly meetings with office personnel

· Weekly sales meetings with coordinators and sales reps

· Weekly training sessions with coordinators for customer service

· Monthly sales meetings for all branches

· Monthly safety meetings with all office personnel
· Conduct weekly audits of employee files

· Ensure that all employee paperwork in files is completed correctly

· Ensure all I-9 and E-verify paperwork is completed and filed correctly

· Ensure that all background checks and drug screens are completed and filed correctly

· Red Robin
  (05/13 – 1/14)




     
     Restaurant Manager
· Watercolor Inn/Fish Out of Water  (10/11 – 4/13)
                               Assistant General Manager
· Tumulo Enterprises Inc.    (5/07 – 9/11)

                               Restaurant Manager
· Effectively manage the front of house to ensure all dining room functions run smoothly 
· Ensure all guests have a pleasant and memorable experience by touching every table, greeting every guest, and resolving any issues the guests may have to the best of my ability 

· Responsible for managing all personnel in the front of house and back of house

· Responsible for Human Resources to include recruiting/hiring, and personnel files
· Awarded for contributions in obtaining Forbes Four Stars for Fish Out of Water and In                                                             Room Dining for the Resort.
· Assist with achieving and maintaining a Forbes Four Star rating

· Ensuring staff receives the latest and best training, such as training on the Forbes Four and Five Star standards

· Coordinate with other departments to plan and host special events, such as rehearsal dinners, wedding receptions, and business meetings

· Work with guests and clients to plan and organize luncheons, brunches, dinners, and private parties

Information Technology / Telecommunications
· Systems Administrator/Asset Control Manager, USDA, September 2005 – August 2006.

· Meditech Systems Administrator, Catholic Health Initiative, May 2004 - September 2005.
Contract Positions
· Technical Project Lead, Exempla Lutheran Medical Center, August 2003 – January 2004.

· Technical Support Technician, Robert Half Technology, January 2003 – August 2003.

· Support Specialist, AT&T Broadband, April 2001 – July 2002.

· Telecom / Desktop Technician, Janus Funds, October 2000 – April 2001.

· Telephony Installer, Fluor Golf Communications, January 2000 – October 2000.

· Support Technician, RHI Consulting, September 1999 – January 2000.

· Helpdesk Technician, Lucent Technologies, February 1999 – January 1999.

· Non-Morse Interceptor / Analyst, U.S. Army, December 1994 – January 1998.

EDUCATION/MILITARY EXPERIENCE

Anne Arundel Community College – Arnold, MD 8/94 – 5/95

US Army - 5/94 – 1/98 – Honorably Discharged War Time Veteran

