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PROFILE	I’m an energetic and passionate professional with 7+ years of support roles at Target Corporation. In a focused career shift to Human Resources, I’m looking to gain experience supporting the phases of the HR operational process, both internally and externally, through a temporary or part-time position. Though my degree isn’t in HR, I have 7+ years of corporate work experience in which I’ve learned to advance in a competitive workforce through and execute valuable skills including:
	
	· Multi-tasking Enthusiast
· Administrative Sharepoint Experience
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	· Autonomous Decision Maker
· Strong written and verbal communication skills

	· Builds Authentic Relationships
· MSWord, PowerPoint and Excel skills


EXPERIENCE	Volunteer Recruiter at College Job Fair (1/2013)
· Assisted Target Recruiting Team by meeting and accessing students and making candidacy recommendations. 
· Coordinated travel and accommodation arrangements to Madison, WI.
· Completed personal trip expense reimbursement.

Target Volunteer Council – (1/2011 – 1/2013)
· Completed interviewing training class and scheduled interview dates and time.
· Interviewed candidates and participated in final candidate selection process with council leadership Led 6-member committee with budget of $5k to execute school makeover event with 80 volunteers.
· Coordinated $5k volunteer school makeover event with 80 volunteer participants.
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PROFESSIONAL	Target Corporation, Support Specialist (11/2007 – 1/2011)
1. Coordinated vendor meetings: invited internal and external key stakeholders, booked rooms, printed agendas, tracked vendors’ showcase materials to Minneapolis.
1. Maintained vendor contacts in Business Partner system, pulled reports and created binders for leadership.
1. On boarded new vendor accounts on Target timing, processes, and in global systems.
1. Supported inventory purchase order process through data entry, maintenance and tracking through various management systems.

 Target Corporation, Support Analyst (1/2011 – 1/2014)
· Ran and analyzed weekly financial sales reports, recommended timely inventory opportunities to merchants. 
· Scheduled weekly sample review meetings, documented design changes, inventoried and stored samples.
· Reconciled $206M annual forecast plan through monthly analysis of sales trend and vendor performance.
· Partnered with Accounts Payable to process vendor invoices from chargebacks and vendor income.
· Received HR Mentor Award for helping navigate two trainees through 10-week on the job, Learning Management System, and classroom training plan.

Target Corporation, Senior Product Recall Analyst (1/2014 – 1/2015)
· Managed intake of 100 daily product complaints and prioritized issues as appropriated to category owners.
· Provided excellent customer service by notifying vendors of safety issues and documenting and filing their responses into historical database.
· Collected data/information to be used in category analyses presentations and risk/trend projects.
· Executed product recalls through data entry and maintenance of Target mainframe system and Target.com.
· Pulled weekly reports of store removal progress and communicated to leadership and vendors. 
· Managed global Salesforce account to respond to inquiries and issues at over 2,000 Target stores.

[image: ]
EDUCATION         Bachelor of Arts, Public Relations
                           Saint Mary’s University, Winona, MN 
                           Graduated 2007
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