Brooke Nichole Eaton

110 Paddington Pkwy 
Mankato, MN 56001

E-mail: brooke.eaton27@gmail.com 
Cell: (480) 532-8845

Professional Summary













Highly motivated and goal oriented candidate that adheres to policies and procedures. Experience in Human Resources, Administrative Assistance and Employee Relations. Consistently being recognized for being creative, detail-oriented and organized. Demonstrates leadership ability with a focus on analyzing and problem solving.
Areas of Strength                                                                                                                                                     


· Administrative/Secretarial 

· Leadership  

· Compensation and Benefits
· Training

· Hiring and Recruiting

· Payroll
Education/Affiliations









 




Enrico Fermi High School – Graduated June 2007 with Honors 

GPA 3.5

College of Liberal Arts and Sciences, Arizona State University, Tempe AZ
·   Bachelor of Arts: Psychology- Focus in Child Development, YOG: August 2011 

·   Minor: Sociology

· GPA: 3.25

Member of the Alpha Kappa Delta International Sociology Honor Society, Delta of Arizona  


May 2011 – May 2013 

Work Experience














C&S Wholesale Grocers 

Plant City, FL
HR Rep II

February 2014 – June 2015 

-Assist employees with direct deposits, tax forms, benefits and referrals. Create badges, set up tours of the warehouse and file confidential paperwork. Answer incoming phone calls and all questions an employee may have. Assist the HR manager and warehouse supervisors/managers with tasks. Post new jobs and keep track of applicant flow. Handout paychecks weekly. Recruit drivers and selectors. Phone screen, interview and hire on new employees daily. Conduct new hire orientation weekly. Complete FMLA and STD leave documents. Assist with job changes, increases, personal change forms. Transfer in employees from other facilities. Run and manage community service events for the company (United Way). Representative for the SE Region on the icims ReImplementation project. Attend staffing meetings. Maintain and reach hiring plan and goals.
FiberMark

Brattleboro, VT 

HR Assistant 

September 2013 – January 2014
-Phone screen candidates, conduct interviews and hire candidates. Recruit temporary and permanent candidates. Assist with events for the company. Maintain invoices and 401k spreadsheets. Run background and drug screen reports. Conduct new hire orientation and assist with benefits.
Bay Path College 

Springfield, MA

Administrative Assistant – Temp

August 2013 – September 2013
-Assist the Chief Strategy Officer with crucial tasks. Create packets for new students and faculty. Assist student worker with organizing confidential information. Create custom invitations for events. 
Superior Technical Resources at Power-One 

Phoenix, AZ  
Staffing Coordinator

 May 2012 – March 2013
- Maintain reports for executives and managers. Keep track of drug screens and education verification. Assist with recruiting, employee on-boarding & off-boarding, orientation, data entry and creating spreadsheets. Submit tax forms and take care of employee relation issues. Manage payroll for all contractors and create invoices. Maintain positive customer relationships with both external and internal customers. Managed Power-One account as a part-time onsite. Worked as a front desk receptionist when needed.
Patriot Truck Leasing (U-Haul)
Phoenix, AZ 

Account Executive 
August 2011 – May 2012 

- Responsible for achieving sales goals by marketing advertising and storage trucks. Maintain existing customer accounts and develop new leads. Make inbound and outbound sales calls to prospects. Use social networking sites (Twitter, Facebook etc.) and send out mailers to further generate sales. Complete administrative duties that include creating invoices, contract negotiation and data entry for customers. Create custom decals for customers advertising trucks

Avnet Inc. 
Tempe, AZ 









          
Intern- Avnet Technology Solutions and Cisco Solutions Team                                     
May 2011- August 2011 
- Responsible for managing marketing documentation and presenting process improvement ideas. Demonstrate strong leadership skills. Managed and directed a marketing video for the Avnet internship competition blog (awarded 2nd place).  Possessed solid organizational and communication skills to complete daily work assignments on time. Actively participated in Avnet marketing events for selected clients and wrote articles for the Avnet Advantage website.
ASU Foundation



                  
Tempe, AZ       

    

                             
Supervisor
August 2010 - May 2011
-Responsible for managing, leading, communicating and training callers. Conduct interviews and hire employees who are able to generate donations for Arizona State University. Organize events, file applications, adjust pay changes and use strategies to solve problems. Speak with ASU Alumni to confirm donations and enter demographic information. 
ASU Foundation 





             
Tempe AZ 
Lead Caller 









      
September 2008 - August 2010
-Responsible for calling alumni and parents in order to raise money for ASU. Trained and recruited 1-25 new callers per week. Assisted with ASU’s annual job fair. Raised over $40,000 and received six awards while in this position.
Awards/ Recognition 











                                   

-ASU Foundation awards: Acquired $40,000+ organizations, April Caller of the Month 2010, Received Program of Excellence Award, Achieved Pledges and Dollars Award, Obtained Most Pledges Award, Executive Directors Award, Recognized by the ASU Parents Association raised $4,500
-Avnet Inc. Award: Won 2nd place in Avnet Inc. Intern marketing video competition August 2011 https://www.youtube.com/watch?v=WkAC9spXno8
