Scott M. Brown
3489-139th Lane NW Andover, MN 55304
 (763) 218-6561 - scottb12486@gmail.com

Objective: A position in Personnel or Human Resources that will require me to apply my business experience and education to further the company in the accomplishment of its goals  
Education:
Bachelor of Science: Business/Human Resources Management                                     Graduation: December 2013
Online Student 
Minnesota School of Business, Blaine, MN 
GPA 3.92
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Summary of Qualifications:
· Ability to foster and facilitate relationships within professional organizations. 
· Commitment to adhering to detail in written, oral, and interpersonal communication between co-workers and those that I work with outside an organization. 
· Excellent time management skills; able to meet deadlines, self-driven to ensure work is complete in a timely manner  Capable of working in a fast pace environment, working under pressures without sacrificing the quality of work  Professionally trained and proficient in Microsoft Office Suite  Motivated and have the ability to motivate others with a “can do” attitude towards my work.  
· Ability to handle and apply various administrative techniques and tactics through experience using common office equipment and related office experience through years of employment  
· Proven ability maintain a high degree of confidentiality and discretion when working with sensitive material   
· Experience working in Human Resources with employee relations, incentives, recruiting, training, and safety, and policy  
Work Experience:
Human Resources Representative, Dominium Management                                                December 2011 – Present 
· Source for HR related information and policy to over 975 employees  
· Evaluated and redesigned the recruiting process to conform with state and federal laws 
· Manage the high volume recruitment corporate offices division and satellite locations
· Investigate human relations issues along with unemployment and workman’s comp claims  
· Use of several HRIS systems including, Ceridian and PeopleSoft for recruiting and payroll  
Sales Associate/HR Assistant, Cabela’s, Rogers MN                                                                       August 2009 - 2012  
· Deliver exceptional customer service to customers/vendors to ensure a positive experience  
· Deliver and apply required training fellow co-workers and new hires  
· Perform daily administrative and office duties such as reviewing/editing of  work schedules and documentation  
· Work directly with Human resources as a member of the Store Safety Committee and serve an administrator of human relations policy and procedure, and lead the creation of the Employee Focus Group  
· Use of Ceridian for many daily tasks including recruiting and payroll
· Exceptional use of employee/human relations skills in various situations  
Recruiter/Training Supervisor, E&S Food Services, Ramsey MN                                    August 2000 – August 2011  
· Strategically place hiring ads for the upcoming season  
· Interview potential candidates
· Perform the on-boarding which included collecting tax information, orientation, uniform issuing, and scheduling    Provide training to newly hired employees to ensure job performance is meeting expectations  

Computer Software Experience:  Microsoft Office Suite, Ceridian 

Affiliations:  Minnesota Recruiters
