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Summary		I’m seeking an opportunity to apply my outstanding interpersonal skills and diligent 			work ethic within a Human Resource Department. I view my work as an opportunity 			and a responsibility to perform my best. Though I invariably create fun enough to 			smile and laugh through the day, I keep my true focus on detail/accountability and 			how what I’m doing in the moment can affect the bigger company picture (i.e. 				company reputation, employee relations, growth, and much more). I strive for 				consistent improvement. Caution: my commitment to giving 110% is motivational 			and contagious.										
Education		
			Metropolitan State University of Denver                                                                             			B.A. in Communication (specializing in Organizational Communication); Minor in 			Training and Organizational Development Strategies, December, 2012; G.P.A. 				3.78/4.0
			Certificate of Learning, Assurance of Learning Assessment for Graduating HR
			Students, 2012. The Society for Human Resource Management (SHRM) confirms
			that I possess the knowledge required to enter the HR profession as defined by 				SHRM.
			
· President, Applying Metro Connections to the Workforce
· Publicity Captain, 2012 The Promotable You communication conference
· Who's Who in America's Colleges and Universities Nominee
· Distinguished Fall Graduate Nominee
· Lambda Pi Eta Communications Honor Society
· Golden Key Honor Society

Front Range Community College Associate of General Studies Degree
August, 2011 G.P.A. 3.83/4.0

· Magna Cum Laude
· Vice President's List
· Phi Theta Kappa Honor Society
	
Work traits profile
· Detail oriented
· Clear, high-quality, written communication
· Warm, effective, interpersonal communication with staff at all levels
· Aptitude for balancing tasks and relationships
· Shift between independent tasks/decisions and teamwork/collaboration with ease
· Natural multitasker
· Creative problem solver
· Energetic, optimistic approach to challenges and obstacles
· Exhibit utmost sensitivity in confidential matters
· Effective project management: an interplay of proactive planning and flexibility, as needed
· Consistency in documentation
· Attention to deadlines

Employment
	
June, 2012 – Dec., 2012	 Metropolitan State University of Denver: Karen Krupar, Ph.D.                                       			Research Assistant/ Communication Arts and Sciences Front Desk Assistant	                                                                                             			Responsible for data collection from academic, trade, and internet sources, as 				well as phone and face to face interviews on five projects;  sorting 					and synthesizing data into relevant, user-friendly, technical reports; editing 				new and reconfigured syllabi and tests; answering front desk phone; data entry, 				scanning, filing, and assisting students with questions by phone and face to face; 			running compliance reports.
Summer, 2012		NCM Media Networks, Centennial, CO
			Human Resources Intern
			Support to all HR staff; recruiting assistance; data entry of onboarding information; 			copying, filing, assembly of materials; proofreading and editing; ethics and staffing 			source system audits; research for NCM's intranet; assistance with the transition 			from Performance Pro software to UltiPro software - data entry and running reports.			
Summer, 2011		Damken Brown and Associates, Westminster, CO							Research and Editing Associate (Internship)
			Responsible for research for Dr. Brown's upcoming book, editing of 					chapters, and development of multicultural training materials.

2007-Present		Pizza Hut (NPC Franchise), Thornton, CO									Delivery Driver/Customer Service Representative.
			Often called upon to solve customer problems by phone or face-to-face because 			of outstanding customer service skills and creative problem-solving ability. I often 			train new employees because I can provide the attention to detail and big-picture 			explanations required, pleasantly and patiently. I lead the staff in recruiting 				customers for survey completion and in customer "Wow" compliments. 

· Awards: frequent MVP (Most Valuable Player-Employee of the Month)

2002-2007 		Pizza Hut (CC Pizza Franchise), Colorado Springs, CO
			Delivery Driver/Customer Service Representative
			Often called upon to solve customer problems by phone or face-to-face 					because of outstanding customer service skills and creative problem-solving 				ability. I often trained new employees because I provided the attention to detail and 			big-picture explanations required, pleasantly and patiently. Safety and security 				coordinator.
· Awards: Customer Service award; Hospitality award; Accuracy award; Speed of service award

2002			Accounting Solutions, Colorado Springs, CO

				Temporary Receptionist/Accounting Assistant for Colomex, Inc. in Colorado Springs.
				Greeted and assisted field managers with questions and a variety of tasks including 				editing, copying, scanning, faxing and filing. Daily, level one accounting; heavier					accounting load during accountant’s two-week vacation. Answered multiple 					phone lines. Provided administrative support to three Human Resource employees, 				one accountant, and two company owners, including drafting and editing memos 				and letters, copying, faxing and filing. 
			

Databases and Systems	Performance Pro (HRIS); Ultipro (HRIS); Banner (multiple-department, Oracle 					software); Microsoft Office Suite 2007, 2010; DICTION 6.0				
Professional 			
Associations		
· Society for Human Resource Management
· American Society for Training & Development, Rocky Mountain Chapter 
· Project Management Institute, Mile Hi Chapter
· Greenleaf Center for Servant Leadership	
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