ASHLEY JONES
2785 Tumblewood Grove 							          (719) 640-8699
Colorado Springs, CO 80910						       ashleyjns94@gmail.com

EDUCATION
University of Colorado at Colorado Springs (AACSB certified)		                                        May 2012
B.S. Business Administration emphasis Human Resource Management
GPA: 3.4/4.0
Affiliations										            
· League of Scholastic Achievement						      
· Society for Human Resource Management				    
· Chamber of Commerce College Fellowship Program 
· Black Student Union
· Reisher Scholarship
· Dean’s List 
· Student Ambassador Program (PPCC)
· BSU Events Coordinator (PPCC)

WORK EXPERIENCE

Atmel Corporation, Colorado Springs, CO		                                            February 2008- Present
Production Operator/ Production Trainer
· Maintains 100% accuracy while contributing to Colorado Springs site’s overall quality of 97 percent
· Provides peer-to-peer training for incoming and existing employees on toolsets, protocol, and procedures
· Use company software on PC for data entry  to ensure tool and product information is up-to-date
· Communicates with other departments to meet the needs of external customers
· Manages high volumes of inventory in a fast-paced work environment 
· Ranked #1 of 13 operators in production with an average output 5% higher than company standard
· Chosen to participate in a project team that implemented a fab-wide organizational program called 5S (sort, straighten, shine, standardize, and sustain) to improve efficiency
· Recognized by supervisors and peers in team meetings for initiative, teamwork, and contributions

Pikes Peak Community College, Colorado Springs, CO			                                         Fall 2012
HR Services Administrative Assistant Intern
· Create, administer, and analyze on-boarding survey for new hires
· Use board policies to compile Title IX Preventing and Reporting Sexual Harassment and Sexual Misconduct
· Assists with payroll calculations for non-exempt employees
· Develop new exit interview process which included exit interview procedure, questionnaire, and interview questions
· Assists with the development and implementation of upward evaluation process for executives and deans
· Provide support to Executive Director, Asst. Executive Director, and HR Manager
· Assists Human Resource Services to serve approximately 1400 employees
· Performs small projects and administrative duties as assigned


Pikes Peak United Way, Colorado Springs, CO                                                                                Summer 2011
Human Resource Intern
· Assisted in implementing new benefit packages for full-time employees
· Audited dental and medical insurance files for 2011 and made necessary corrections to records
· Managed 34 employees’ timecards, PTO records, and other necessary documentation
· Assisted VP to meet compliance needs in the following areas: I-9 verifications, labor law postings and annual audit
· Helped VP with screening and hiring process of applicants
· Maintained and distributed employee information, policies, procedures and manuals
· Created personnel files, intranet accounts, and payroll accounts for new hires
· Complied and summarized responses to questionnaires and surveys
· Assisted department staff with general administrative duties
· Maintained sensitive and confidential employee information

Service Source, Colorado Springs, CO			                                    August 2007-February 2008
Dining Facility Attendant
· Provided a safe and sanitary dining facility to  Fort Carson military personnel 
· Gained valuable work ethic in a highly demanding and fast pace environment
· Assisted in serving up to 1400 guests daily

Deerfield Community Center, Colorado Springs, CO	                                                             Summer 2007
Team Leader at Summer Camp
· Assisted in activity planning for summer program designed for school age children 
· Helped instill moral and ethical values in youth by actively engaging in day to day activities
· Supervised a group of approximately 7-12 school age children

[bookmark: _GoBack]Family Dollar, Colorado Springs, CO			                                            March 2005- April 2007
Lead Store Associate
· Performed regular inventory counts and merchandise markdowns
· Maintained accurate cash register
· Reconciled cash register balance with daily transactions
· Helped increase sales and reduce inventory


