Salina Sok
8801 Whispering Oaks Alcove Shakopee, MN 55379
952-688-8526 sok.salina@yahoo.com

OBJECTIVE
[bookmark: _GoBack]To obtain a part time position in the Business field where I can utilize my internship experience and business education to improve company's operation 
SUMMARY OF QUALIFICATIONS
	· Excellent verbal and writing skills
	· Research and analytical skills

	· Proficient in MS Office Suite
	· Time Management 

	· Collaborative and Ability to work independently 
	· Strong organizational skills with attention to detail

	· Versatile and multi-skill 
	· Ability to learn quickly

	· Relationship builder
	· Self-motivated and adaptable  



EDUCATION 	
Inver Hills Community College 				                 Inver Grove Heights, MN 
Associate of Art, Liberal Arts 						January 2014-Present
GPA: 3.8 
Coursework: Small Group Communication, Writing and Research Skills, Business Internships, Research Papers, Financial Accounting 

EMPLOYMENT HISTORY

HR Operation Analyst Intern						              06/2015-08/2015
Travelers Insurance							                 St. Paul, MN
· Conduct validation and re-validation of end user training topics
· Analyze, track, test and re-test end user facing content in PeopleSoft test region, myHR intranet site content, and HR Knowledge Exchange SharePoint site content
· Research and expand knowledge of all HR Programs and organization roles and functions to learn more about on how they interact as stakeholders in HR Technology projects
· Ensure explanations of HR Programs related to assigned HR Technology projects are accurate based on HR content to myHR, HR KX and/or validating information with HR Subject Matter Experts
· Validate, edit, and assist with the delivery of HR Technology Training for assigned HR Technology Projects with an emphasis on the PeopleSoft 9.2 Upgrade
· Work with Power Point, Word, Excel, and gain exposure to Training solution software such as User Productivity Kit and Adobe Captivate

Volunteer Outreach Intern							  01/2015-06/2015
The Arc Greater Twins Cities						           	    St. Paul, MN
· Researched and analysis current outreach and recruitment process to increase volunteer base
· Organized and created marketing campaigns to promote the program
· Evaluated previous outreach plan to developed an organize database. 
· Implemented onboarding programs for volunteers and provide the necessary communication relevant to their tasks

Assembler and Packager 			    		                	11/2012-06/2015
Abdallah Candies 							        	 Burnsville, MN
· Position required strong attention detail to label shipper’s information, product’s quality, shipment requirements, and food safety
· Used organization skills to prepare for packing the products and organizing other workers when supervisor was not around 
· Received feedback from managers and supervisors for ability to learn quickly and hard working
· Communicated effectively with co-workers of different cultures and nationalities

