Autumn A. Killip
11566 N. Donley Dr., Parker, CO 80138     C: (303) 888-7643    AKillip06@gmail.com
QUALIFICATIONS SUMMARY 
Provide exceptional Human Resource support and customer service for a wide-range of employees, customers and  management. Strong work ethic, committed and motivated with exceptional customer-relation and decision-making skills. Strong Attention to detail with excellent planning and organization skills. Ability to effectively communicate through verbal and written communication with staff and executives. In depth knowledge of Microsoft Office, HRIS, PeopleSoft, and Oracle software. Ability to learn new software applications quickly and efficiently, have professional demeanor, great initiative and able to use discretion with confidential information. .Energetic, analytical, cooperative assistant eager to bring strong administrative skills to a company that needs top-level support.
SKILLS

· New employee orientations
· Termination procedures
· In-depth knowledge of HR     Compliance
· Knowledgeable in all HR Systems
· Team building
· Employee recruitment
· Business mediation
· FMLA comprehension
· 
Report analysis
· Multi-line phone proficiency
· Accounting familiarity
· Appointment setting
· Accurate and detailed
· Customer service-oriented
· Scheduling 
· 45WPM typing speed
· Employee training and development

WORK HISTORY
Store Manager, April 2008 to March 2012
Guess?, INC – Northern California and Denver, CO
CO Manager, November 2007 to April 2007
Assistant Manager, November 2006 to November 2007
· Recruited, hired, trained, and developed 100+ employees for multiple stores with 75% retention of management.
· Thoroughly trained using HRIS software to input new hire paperwork, maintenance of the current employees and terminations.  
· Supported the Human Resource department located at corporate by ensuring paperwork for hiring, benefits, and payroll were completed and submitted per company policy and procedures.
· Assisted district manager in execution of inventories or trainings through verbal or written communication throughout a 13-store district.
· Overhauled multiple stores in Colorado and Northern California to establish a consistent organization of offices, hard files, back stock rooms, and computer files. 
· Ensured employee performance reviews for the home store were completed, executed, and submitted to the HR department by deadline.
· Responsible for preparing and analyzing all store reports weekly, followed up by ensuring any problems were resolved with cross department communication
Returns Cashier, January 2006 to October 2006
Home Depot – Fort Collins, CO                                                                                                                  
· Enhanced the customers return experience through an elevated level of customer service. 
·  Prevented multiple fraudulent returns through communication with loss prevention as well as evaluation of customers. 
· Established strong customer relationships with contractors and repeat customers.
Sales Associate, August 2004 to January 2006
Mervyns – Fort Collins, CO                                                                                                                     
· Promoted credit services throughout store and mall and met credit card goal monthly. 
· Headed sportswear, jewelry, and lingerie departments delegating responsibilities and customer service where needed. 
· Led as an efficient and quick register cashier. 
Lifeguard / Swim Instructor (Seasonal), June 2005- August 2005
Thompson Rivers Park and Recreation – Johnstown, CO                                                                        
· Structured and prepared the swim lessons for each lifeguard with manager. 
· When manager was absent, supervised the lifeguards and the swim lessons; resolving any issue that needed immediate attention. 
· Communicated information as well as interacted daily with Parents and patrons. 
Lifeguard, June 2003 to August 2004
Parker Recreation Center and H2O’Brien Water Park –Parker, CO                                                  
· Monitored the safety of patrons and employees with the supervision of the pool and enforcing the rules. 
· Represented the Town of Parker with the elevated professionalism.


EDUCATION

Bachelor of Science: Human Resource Management, Anticipated Graduate Date: May 2014
Columbia Southern University – Orange Beach, AL
General studies, August 2005 to May 2007
Metropolitan State University – Denver, CO
General Studies, August 2003 to May 2005
University of Northern Colorado – Greeley, CO



