
LANA TEMPLETON
12040 North Holly Way, Brighton, CO 80602
Tel: 720.422.7766 Email: lanatempleton23@yahoo.com
 Professional, Passionate, Driven to Succeed
[bookmark: _GoBack]Over seven years’ experience in fast- paced administrative environments with multiple priorities. Exhibit a high level of ethics in all situations and maintain confidential documents with a high level of discretion. Place a high importance on communication with both internal and external clients. Experienced user of Outlook, Microsoft Word, Excel, PowerPoint, Applicant Tracking System (SuccessFactors),  and PeopleSoft. 

EDUCATION
Colorado State University Global Campus- Greenwood, Village, CO
Master of Science in Organizational Leadership: Human Resource Management, 2014
CGPA 3.97

University of Northern Colorado- Greeley, Colorado 
Bachelor of Arts in Journalism: Major in Public Relations, 2003

PROFESSIONAL EXPERIENCE
Vail Resorts- Broomfield, CO 
Vail Resorts is a world-class collection of mountain resort, hospitality, real estate, and retail and transportation companies operating in the United States, the U.S. Virgin Islands and the Dominican Republic.
Seasonal Scheduler/ Sr. Assistant: Talent Acquisition, Present
· Work closely with recruiters and hiring managers to arrange phone and in person interviews within short timeframes
· Respond to candidate inquires via phone and email
· Book all travel arrangements for out of state candidates
· Move applicants through the applicant pipeline using Success Factors (ATS)
· Member of the Broomfield Street Team, serve on Third Thursday and Bike to Work committees
· Engage with potential candidates via LinkedIn, assist with sourcing on an as needed basis
· Responsible for compiling data for Excel based Open Requisition report

PromoWorks/ A division of CROSSMARK- Plano, TX (2013-2014)
A leading sales and marketing company focused on consumer goods. PromoWorks was acquired by CROSSMARK in 2013		          
Retail Supervisor of Events, 1/ 2014-2/2014
· Scheduled demonstrators within a seven state territory with an average of 92%  event execution
· Monitored payroll time entries to ensure minimal overtime was used
· Approved time cards and expense reports
· Submitted termination paperwork
· Responded to employee inquiries regarding policies, procedures, and compensation. ; over 50 employees under my leadership
· On-boarded demonstrators

Project Staffing Coordinator 9/2013-12/2013
· Scheduled upwards of 400 demos or more per month for clients such as Safeway, Home Depot, and Ulta
· Coached demonstrators on job related issues
· Assigned over 100 independent contractors to weekly demonstrations

Westwood College- Online Campus, Westminster, CO (2008-2013)    
Institution of higher learning with over 14 campuses across the U.S.                
Transcript Evaluator, 03/2011-9/2013
· Reviewed transcripts and awarded credit in accordance with accreditation standards 
· Worked in conjunction with deans, program chairs, and managers to ensure all academic policies were followed in regards to transfer credit, proficiency exams, and awarding degrees
· Audited and scanned over 500 files yearly, scheduled an average of 700 students per each term
· Posted degrees, ordered all graduation regalia and diplomas
· Collaborated with Registrar on team related issues

Records Specialist, 05/2010-03/2011
· Maintained student files in compliance  with ACIS and FERPA regulations
· Processed incomplete, failure and grade changes via PeopleSoft
· Registered, added and withdrew students from classes

Career Services Advisor, 07/2008- 05/2010
· Counseled students with misdemeanor and felony backgrounds on education/career options
· Critiqued over 300 resumes and cover letters
· Presented weekly and monthly online career workshops using the online platform Adobe Connect
· Assisted with conducting interviews and the decision-making process of hiring new employees

Trinity Property Consultants, Boulder, CO   
Multifamily management firm with over 18,000 apartment units                                       
Assistant Manager, 07/2007-08/2008
· Assisted the manager with the general administration of a 384-unit complex including lease preparation, showing and renting units
· Prepared accounting reports and posted monthly rent payments using Yardi software
· Handled residents’ questions and concerns and took the necessary steps to resolve the situation
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