
Pamela Bacon
pambacon1@yahoo.com  ∙ (720)746-8321
I’m a positive, energetic, detail-oriented professional with an education and experience in the human resource field.  I have excellent administrative skills and a proven ability to develop and maintain positive working relationships with employees, management, and corporate partners to achieve desired results.
Summary of Qualifications
·  8 years HR experience in retail environment 
· 5 years assisting regional vice president with various projects and weekly tasks.
· Possess:
· Excellent interpersonal and customer service skills
· Exceptional writing, listening, and verbal communication skills
· Able to work independently and handle complex and confidential information
· Manages time effectively to ensure timely completion of required duties
· Exceptional organizational skills
· Detail-oriented with ability to multi-task
· Able to train and motivate employees
· Computer software experience:
· ADP Enterprises, version 3
· Kronos Workforce Central, version 6
· Microsoft Excel, Word, and Outlook
Education
Bachelor of Science – Business Administration				                                2001
	Concentration:   HR Management and Small Business Management
California State University						                            Bakersfield, CA
Honors: Dean’s List and member of Sigma Iota Epsilon (ΣΙΕ) – Honorary Management Fraternity

Professional Experience
Human Resources
Gottschalks Inc.							                                June 2001-June 2009
Retail fashion department store with 85 – 105 employees                                                                          Bakersfield, CA
· Responsible for all HR paperwork, maintenance of employee files, orientation, scheduling, payroll, attendance tracking, administration of benefits, reviews, leaves of absence, and workers compensation
· Ensured compliance of policies and guidelines in accordance with company expectations the completion of all 
· Developed methods of tracking the completion of all required paperwork in a timely manner
· Worked closely with senior management and corporate partners
· Consistently exceeded company guidelines
· Assisted regional vice president by communicating, collecting, compiling information from 20 store manage

Inventory Auditor
Sam’s Club								                               August  2010-Present Warehouse Wholesaler							                                                                  Denver, CO	
· Audits departments to find and reduce inventory shrinkage
· Works closely with management to put controls in place to reduce shrinkage
· Conducts weekly, monthly, and quarterly audits
· Prepares club for yearly inventory
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