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QUALIFICATIONS
· Exceptional life experiences, extended employment in diverse settings, and graduate education have prepared me for a career in human resources.  
· Computer literate, secretary/clerical skills, word processing, spreadsheet, data entry, phone skills.
· Ability to adapt to change, results oriented, achieves goals, and contributes to team.
· Organized, creative, follows procedures and guidelines, ability to multi-task.


 EDUCATION
Bachelor’s Degree in Organizational Management in Human Resources 
Minor in Psychology
Colorado Christian University, Lakewood CO


PROVEN ABILITIES AND RESULTS

Clerical Skills

· Proficient in Microsoft Word and Excel.  Internet, email, and publisher knowledge.  
· Entered data, answered phones, cashiered and followed return policies.
· Created mass quantity of mail fliers to promote business and sales.
· Prepared documents, faxes, invoices, and assisted all office employees.
· Maintained inventory and ordered supplies.
· Self-motivated and directed.  Organized supplies and cleaning schedule. 
· Assist with counting of tithes and offerings ensuring accuracy and detail of procedure.
· Organized new promotional set up and lay out in a retail store.  
· Assisted with new memberships and renewal of Sam’s Club cards and credit applications.
· Assisted all office employees in cross functional areas.
· Checked computers in and out of the office and shipped items to and from the office.

Interpersonal Skills

· Adjusted my schedule in order to help team members effectively complete their tasks.  
· View the entirety of a school, organization, or company as one unit, whereas the end goals are met when all team members work individually and cohesively to succeed in meeting the goals.
· Assisted team members with scheduling summer duties to ensure all tasks completed by the start of the school year.  Organized daily duties and assisted team members by delegating tasks according to priority and time restraints.  
· Ability to adapt to schedule changes due to events and support all staff in other areas.   
· Assisted staff to meet plant appearance standards for FDA inspection.  
· Volunteered to assist team members with roller bottle inoculation runs, covering shifts, and ensuring completion of tasks.  
· Obtained level 5 certification in order to help staff and other shifts with scheduled cleanings in the most delicate area of sanitization.
Leadership Skills

· Self-motivated with the ability to prioritize tasks and manage time effectively.
· Supervisedf cleaning department of academy and school by ensuring all areas are completed effectively and accurately.   
· Coached Jr. High and High school cheerleading squads.  Prepare routines for pep rallies and football games.  Participated at Christian Cheerleaders of America cheer camp with the girls and attended coach classes.  Organized fundraisers for the cheer fund.
· As shift captain, ensured safety by leading team in daily stretches and demonstrating proper use of personal protective equipment.  Promoted awareness of potential daily hazards.  Checked for proper labeling and storage of chemicals.  
· Served as shift lead and created schedules to ensure conformance with all daily and monthly cleanings.   
· Assisted with winning “coffee house experience” by organizing coffee tasting and food comparisons, resulting in increased evening sales. 
· Developed and conducted pastry contest, resulting in selling most holiday pastries for 2005 in region.
· Maintained perspective and smoothly ran shifts with high volume of customers.  Transitioned partners to multiple workstations according to ability and store needs.  
· Increased product and coffee bean sales by continually stocking and adjusting merchandise and clearance items.  Supported store retail environment as retail specialist.   
· Organized new promotional set up and lay out in the store.  
· Achieved Coffee Master certification and became knowledgeable of all Starbucks coffees.  Increased coffee sales by sharing information with customers.
· Responsible for training new partners.  
· Maintained composure during stressful situations
· Executed store operations during shift and organized opening and closing duties.  Delivered legendary customer service by discovering and responding to customer needs.  

Employment History

Sept 2013 – Present		Custodian:  Coyote Ridge Elementary School
				Thompson School District, Ft. Collins, CO
2010 – 2013			Cheerleading Coach and Custodian:  Victory life Academy and Victory 
				Life Church, Brownwood, TX
2009 – 2010 			Custodian:  Coyote Ridge Elementary School
				Thompson School District, Ft. Collins, CO
2006 – 2008 			Environmental Support Technician:  Amgen Inc.,
				Biopharmaceutical Company, Longmont, CO
2003 – 2006			Shift Supervisor and Barista:  Starbucks Coffee, Longmont, CO
2001 – 2002			Membership Desk Clerk:  Sam’s Club, Louisville, CO
1999 – 2001			Server:  Outback Steakhouse Restaurant, Highlands Ranch, CO
1997 – 1998			Secretary/Receptionist:  Denver Solutions Group, Englewood, CO

TECHNICAL TRAINING
Situational Self Leadership Class – Amgen Inc. 2007
Coffee Masters 201 – Starbucks Coffee 2005
Shift Supervisor Class, Learning to Lead – Starbucks Coffee 2005
Discipleship Training School on Mercy Ship Anastasis, with a 2 month outreach in Thailand – 1998

AWARDS
Bravo award for re-qualification procedure.  Bravo award for putting in extra time on a Holiday. Six bronze awards for supporting RBI runs.  Annual performance bonuses. – Amgen Inc. - 2006-2008
Spot mug awards for exceeding expectations, being genuine, and knowledge.  Spot green apron awards for promoting values and mission of Starbucks – Starbucks Coffee – 2003-2006
Partner of the Quarter – Starbucks Coffee – Oct-Dec 2005
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