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Professional Objective:  Human Resources - Coordinator
· Qualified, consistent and committed professional looking to learn from others

· A resourceful and energetic person with a great deal of discipline

· Ability to work independently and as a team member
Professional Profile
  
Dependable and committed professional with knowledge and a record of success in human resources.  Creative problem solver with the ability to resolve conflicts, improve morale and consistently improve results.
· Management – Solid background in planning and executing processes aimed at the employee experience.  Hands-on manager with skills and knowledge in human resources and retail business operations.

· Communication – Effective communicator with developed presentation skills.  Proficient in developing relationships with colleagues, staff, and clients.
· Team Building – Influential team leader with experience recruiting, training and developing new as well as existing employees.
Experience

Wells Fargo Bank 05/2011 – Present

Teller

· Process cash transactions in accurate and timely manner
· Exceed customer service standards by ensuring the customer’s needs are met

· Comply with federal bank regulations

· Recommend financial services to customers

  
BEST BUY Stores Inc. 08/1999 – 02/2011

Assistant Store Manager 2008 - 2011

· Managed store staffing requirements and store labor budgets
· Facilitated HR related tasks such as FMLA and employee injury claims
· Managed EEO efforts and Affirmative Action plans
· Lead new hire orientation process
· Participated in recruiting events such as job fairs
· Used marketing tools such as print and web to recruit talent
· Managed compliance of employee files
· Organized action plans to comply with annual Employment Practices Audit
· Communicated benefits enrollment periods to store employees and facilitated benefits enrollment
· Updated employment records in Oracle software
· Approved payroll and maintained weekly timesheets
· Lead the Employee Viewpoint Committee
Operations Supervisor 2006 – 2008
· Maintained employee records in compliance with Best Buy policy, state, and federal regulations

· Lead the Employee Viewpoint Committee
· Facilitated hiring process and conducted first interviews
· Communicated benefits enrollment periods and facilitated enrollment
· Maintained employee files
· Published employee schedules in Unicru program
· Communicated store labor budgets to store management
Inventory / Asset Protection Supervisor, 2005 – 2006

· Maintained store physical inventory

· Supervised all shipping and receiving processes

· Upheld store safety and security standards and procedures in accordance with company, local, state and federal laws

· Facilitated store shrink committee meetings

· Trained new employees
Merchandising Supervisor, 2004 – 2005

· Managed the staffing and training of department employees

· Ensure proper execution of company merchandising standards

· Assisted in the execution of sales strategies through strategic merchandising initiatives

· Enhanced the customers experience by providing a clean safe shopping experience

Notable Achievements
 
· Co-Chairman of the Employee Business Network – LatIN Colorado – Implemented statewide in a market of 26 stores

· Improved our Employee Satisfaction Index from 4.2 to a company leading 4.6 year over year

· Maintained the best “shrink” barometer in the stores history adding $60,000 to the stores year-end net operating profit

· Recognized as district wide Inventory / Loss Prevention specialty coach

· Part of a team that able to grow the stores NOP by 200% and was recognized as the #1 store in the division for NOP growth year over year

· Supported the Green Valley Ranch Citizen Advisory Board’s Events committee

Education
  
· Fluent in Spanish

· Community College of Denver 5/2011 – Present
· Phi Theta Kappa Honor Society

· 3.5 GPA
Interests

· Community involvement – Hunger Free Colorado
· Outdoor recreation

· Music and art

· Traveling

· Family and friends

· Reading

· Animals
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