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.Hope Michele Lawrence


4020 N. Albion #A-204, Denver, CO 80216
(469) 222-9470
hope_michele@hotmail.com 
Objective

As a result-focused and determined self-starter I have many years of experience training individuals and working in teams to achieve common goals.  I am aggressively seeking a career in the recruiting industry, and I feel strongly that my positive attitude and skillset would be a valuable addition to the CMG team goals and overall mission.
Education

B.S. TEXAS A&M UNIVERSITY, Interdisciplinary Studies, College Station, TX - December 2006
Skills

Advanced Microsoft Office Skills 

Basic comprehension of conversational Spanish –spoken & written 
Professional Experience
QUEST RESOURCE MANAGEMENT GROUP  
             
                                                                                   Frisco, TX                                  
Office Manager                                                                                                                                        January 2013- May 2013  
· Manage day-to-day office operations as well as support senior management and all lines of business with administrative functions; coordinate meetings, facilitate trainings and schedule travel arrangements 
· Assist Human Resource Manager with the coordination and administration of the onboarding process for new employees by completing the necessary pre-employment process developed by the company
· Prepare and submit monthly expense reports and analysis for senior management and sales team 
· Curiously and effectively manage in-office vendor relationships 
FORT BEND ISD  

              
                                                                        Missouri City, TX                                   
Resource Teacher-Palmer Elementary                                                                                              August 2009 – August 2012                                                                                                                                   
· Identify quality candidates to be employed as instructional staff members on my team, evaluating their strengths & weaknesses

· Participate in pre-employment steps screening process and interview for each new hire including reference & background checks
· Primary facilitator of communication between parents, students and other staff members for the department
· Establish individual goals for both staff members and students & develop effective measures to reach them
· Develop and execute  training for fellow staff members in collaborative group settings of all sizes
· Finalist for Palmer’s Teacher of the Year 2010-2011
 RICHARDSON ISD  

              
                                                                            Richardson, TX                                   
 Developmental Programs Teacher - Mohawk Elementary                                                              August 2007 – August 2009                                                                                                                                   
· Develop strategies for integrating students with disabilities into the general education setting and working with general education teachers on inclusion strategies, and management of all government required documentation
· Manage instructional assistants while on assignment; Assess and investigate work related problems, and administer performance counseling, training, and disciplinary measures if necessary

GALENA PARK ISD                                                                                                                                                 Houston, TX
 LIFEskills Teacher- Green Valley Elementary





              August 2006 – August 2007
· Scheduling of review meetings for education plans for parents, teachers and therapists; ensure all proper testing and paperwork is complete prior to review meetings; implement education plans developed education plans for students with special needs in alignment with federal special education law and lesson plan development for individual and whole classroom instruction
· Additional duties include: in-home trainer for a student with autism, after school tutoring for first grade students below grade level in reading, and a member of the Green Gator Committee which promotes staff cohesiveness and team collaboration
Honorable Mention
· Fall 2005
Recipient of TAMU Special Education Program Undergraduate Scholarship
· Summer 2005
Recipient of Study Abroad Fellowship award
· Summer 2005
Recipient of TAMU International Education Fee Service Scholarship
· Summer 2004
Academic Excellence Award
National Cheerleaders Association (NCA)




          Garland, TX

Camp Manager




               May 2007-Present
· Responsibilities include manage and coordinating cheerleading camps; organizing details, itineraries and needs of the camp between NCA and the campus contact of the location for the cheer camps; increase and promote company sales; working competitions and large events; judging try-outs around the Dallas and Houston areas
· Rookie Camp Manager in 2007
 Pier One Imports
                                                                     

           College Station, TX
 Sales Associate




                                          November 2001- May 2005
· Increase sales, provide customer service, stock merchandise, create visual displays and train new employees
· Sales Associate of the Month July 2002, July 2003 and September 2004
References:

Available upon request  
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