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PROFESSIONAL PROFILE

Results-oriented looking for a Human Resource position where outstanding communication skills, relevant work experience, and education can be utilized. A dedicated professional and self-starter, with strong interpersonal skills, able to identify, develop and implement strategies consistent with an organization’s goals. 

PROFESSIONAL EXPERIENCE

Human Resources Coordinator 
RE/MAX International, LLC            July 2011 – April 2012       Denver, CO                                                                                                                  

· Maintained 300 employee personnel file records
· Processed employee data for new hires and terminations
· Reviewed applicant resumes and collaborated on new hire offers
· Overseeing Annual Performance Evaluations for all personnel
· Contacted and scheduled phone interviews, prepared candidates for interviews
· Posted job openings through internet resource
Administrative Assistant 
Lakeshore Staffing                                         March   2009 - January 2011                                   Denver, CO                                                                                                                         
· Verified orders and payments from customers and input information into 
CSG program
· Performed Administrative and data entry services for W.L. Gore, a medical device company
· Provided and renamed loan approval documents control for Pulte Homes
Volunteer Aboard Coordinator
Bridge Linguatec                                              June 2008 – January 2009                        Denver, CO

· Prepared welcome packets for new students, TEFL certificates for graduates 

· Provided technical support for new students and trainer by email and phone
· Assisted tutors prepare resources needed and liaison with TEFL venues around the world
· Arranged distribution and printing of graduate certificates;

· Processed accounts payable/receivable for student courses, agents, partner schools, and vendors
Volunteer Aboard Coordinator
I-to-I                                                              December 2007  - June 2008                                              Denver, CO and Rio de Janeiro, Brazi

· Created travel brochures for study aboard fairs; 

· Represented I-to-I at university career fairs around the United States;
· Participated in the campus recruitment program for internships
· Processed/sent out course confirmations to enrollees;

· Responded to online course support questions from students and trainers by e-mail and phone;
· Processed and addressed student and trainer complaints;

· Performed background checks on prospective students and trainers.
Reservation Agent

Outrigger Hotels and Reservations               May 2004 – August 2005       
Denver, CO 

· Received incoming calls from travel agencies and clients for booking travel reservations; Helped with any questions or concerns about reservations and/or travel packages offered, by phone and email. 

· Booked reservations and looked up availability using Stelladex and Echo Pass Database. 

· Received payments and emailed or faxed documents to clients. 


	EDUCATION
Bachelors of Science in International Business
University of Colorado
Study Abroad Summer 2008 Beijing, China 
Masters of Professional Studies in Strategic Human Resource Management/Global Human Resource

 University of Denver

2011-Present
AWARDS

Deans List (2003-2005)

National Society of Collegiate Scholars

Phi Eta Sigma National Honor
Society
COMPUTER SKILLS

Microsoft Office Suite Excel, Word, PowerPoint, and Outlook
Salesforce

SAP

iCims

	 
	


