KAREN WONG-BROWN

2621 Rigden Parkway Unit #E6 Fort Collins, CO 80525
(970) 402-4029 kakichan@juno.com
Summary


Currently, I am seeking any entry level Human Resource profession to demonstrate my current educational attainment with my skill sets.  I have written many academic papers on various subjects on Human Resources.  With my cultural background, I am able to view concepts outside of the norm.  I also believe with my languages that I will be an asset to any company who wants to expand internationally.  My salary expectation is negotiable depending on my education and professional experience.

Human Resource Operations

· Build trusted working relationship with leaders, dean, faculty and staff to efficiently deliver and meet department needs
· Administrative Assistant II – Colorado State University Human Dimensions Department
(July 2005 – November 2005)

· Act as a supervisor to work study students
· Receptionist – Barton Early Childhood Center
(July 2007 – August 2008)

· Role models transparency and consultative staff relations; solicit and anticipate customer needs and concerns
·  Customer Service Representative – Longs Drug Store
(August 1997– December 1999)

Strategic Planning

· Ensure a strong leadership and coaching culture throughout the division
· Program Assistant Intern – United States Department of Agriculture 
(March 2011 – August 2011)

· Manages specific projects and/or participates in working committees as needed
· Administrative Assistant I – Colorado State University Accounts Payable

(January 2000 – July 2002)

· Assist in creative change between student and faculty initiatives by developing a mentoring program

· Graduate Intern – University of Hawaii at Hilo

(May 2003 – August 2003)

Unit Management

· Provided general administrative support to the cultural center
· Administrative support – Colorado State University Asian/Pacific American Cultural Center
(January 2010 – present)
· Served as an executive assistant to the department head
· Administrative Assistant II – Colorado State University Human Dimensions Department
(July 2005 – November 2005)

· Provided accounting support for the accounting technicians

· Administrative Assistant I – Colorado State University Accounts Payable

(January 2000 – July 2002)

EDUCATION
Master of Science in Organizational Leadership

Bachelor of Arts in Political Science

Human Resource Management



Emphasis in Public Relations and Marketing

REGIS UNIVERSITY




COLORADO STATE UNIVERSITY

RELEVANT COURSEWORK

> Leadership Management > Financial Reporting > Strategic Human Resource Management > Effective Workforce Talent > Employee Law > Compensation and Benefits > Leading Changing in Economics > 
Employee Relations and Performance Management > Individual Counseling > Group Counseling
ACADEMIC PAPERS

· Visibility for Colorado State University Asian Pacific American Cultural Center 
     
· Strategic Human Resource Plan for CSU Division of Enrollment Services and Access Center

· Attract and Retain Internal and External Employees for Colorado State University Division of Student Affairs and Asian Pacific American Cultural Center 

     
· Compliance Plan for CSU Human Resources Employment Office 

     
· Offshore Hewlett-Packard in Japan





     
· Whole Foods Market: Corporate Social Responsibility Proposal


     
COMMUNITY SERVICE

· Board Member – Intercultural Community Builders


2012 – present

· Board Member and Facilitator – ERACISM Film Series


2006 - present

· Advisory Member – Poudre School District Equity and Diversity

2012 – 2013

· Community Advisory Community Member – the Center


2011 – 2013

· Board Member – City of Fort Collins Human Relations Commission
2004 – 2010
AWARDS

· Graduated Summa Cum Laude – Regis University (2014)
· Candidacy – Alpha Sigma Nu National Honor Society Regis University (2014)
· Nominated for Adult Award – City of Fort Collins Human Relations Commission (2010)
· Volunteer Award – Colorado State University Asian/Pacific American Cultural Center (2010)
· Customer Service Award – Longs Drug Store (1999)
