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___________________________________________________________________________________________________________
HIGHLIGHT OF QUALIFICATIONS
· Bachelor of Science in Management with a concentration in Human Resource Management
· Human resource management experiences noted for reliability and quality work
· Solid eight year work history; recognized and promoted for skills, knowledge, ability and attitude
· Strong computer skills including Excel, Word, Power Point, Outlook, Microsoft Office Suite

EDUCATION
University of Wisconsin-Stout, Menomonie, Wisconsin
Bachelor of Science in Management,  May 2012	Concentration: Human Resource Management
**Completed degree while working over 40 hours a week and taking a full academic load**
Relevant Course Work

· Human Resource Management	
· Recruit/Selection in HR
· Supervision of Personnel
· Interpersonal Speech Communication
· Principles of Occupational Risk Control and Safety
· Professional Development
· Industrial Organizational Psychology


PROFESSIONAL DEVELOPMENT
Chippewa Valley SHRM Chapter Conference 2013
· 
· The Teachable Fit Workshop	
· Building Bridges for Development and Succession Across the Generations

OFFICE EXPERIENCE 
Project Employee, Affinity Plus Federal Credit Union / Robert Half International – St. Paul, MN July 2013 - Present
· Research and retrieve member information both internally and externally through third parties in the form of requests.
· Accurately entered sensitive information into databases including; CRM, FSP, SAIL, VINTEK, and EXCEL.
· Identify new areas of opportunity by building stronger relationships with members, peers and other areas of the organization.

[bookmark: _GoBack]HUMAN RESOURCE EXPERIENCE
Human Resources Intern, Cedar Country Cooperative - Elk Mound, WI  April 2013 to July 2013
· Effectively assisted and provided administrative support to the HR Manager and General Manager
· Updated and accurately maintained data for all existing employees
· Create New Hire Packets, New Hire Personnel Files and Benefit Files
· Learned first-hand about recruiting, background checking, benefits, reporting requirements, documentation, human resource systems and processes

MANAGEMENT EXPERIENCE
Manager Trainee, Cedar Country Cooperative - Boyceville, WI October 2012 to April 2013
· Received training and performed duties in several areas such as:  merchandising, advertising, inventory, bookkeeping, and people management.
· Under the guidance of an experienced manager, participated in all employee-related management functions including interviewing, hiring, training, coaching, motivation, discipline, performance appraisal, conflict resolution, and the administration of HR policies and initiatives
· Assisted the General Manager with marketing research projects and excel spreadsheet data correlation 

Property Manager, Ann Burton’s Properties, Boyceville, WI July 2012 to October 2012
· Accurately inputted monthly rental payments into computer system
· Assisted in typing leases, gathering applicant’s history, credit approvals and called on references 
· Advertised property listings for open apartments and or houses in newspapers and on craigslist.com
· Contacted tenants on concerns, complaints and initiated corrective action

OTHER EXPERIENCE 
Sales/Customer Service Associate, Cedar Country Cooperative - Boyceville, WI May 2005 to October 2012
