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Career Objective

To obtain a position as a Human Resource Professional, utilizing extensive knowledge in applicant tracking, client management experience, working in a team environment including coordinating programs, tracking and monitoring various statistical reports, attention to detail and exceptional customer service.  

Memberships: 

Colorado Human Resource Association

Summary of Qualifications

· 5+ years experience performing specialized office support
· 5+ years experience in Microsoft Office Suite (Word, Excel, Power Point, Outlook)

· 5+ years experience office management

· 5+ years experience in hospitality and customer service

Professional Experience

City and County of Denver


 Judicial Assistant II

7/2008-Present

Responsible for performing independent technical work to include facilitating information, procedures, and policies.  Prepares legal documents, manages files and interacts with clients, and general public.  Customer service, data entry, file maintenance, quality control and ensures compliance with policies, practices, rules of procedure, state statutes and city ordinances. Reviews and evaluates documents, forms, applications, computations, and other information to determine accuracy and completeness.
Fairfield Inn/Stonebridge Companies

General Manager

4/2007 – 7/2008

Managed a 63 room property with staff of 18. Responsible for accounts payable and receivable, create and managed annual budget, recruited line-level and management placements from start to finish, trained and retained staff members, ensure benefits administered, managed daily operations of hotel, ensured guest service satisfaction, ensured communication between departments to provide outstanding guest service.

Hampton Inn/Stonebridge Companies

Assistant General Manager
7/2005-4/2007

Revenue management strategic planning, recruited line-level placements from start to finish, hired, trained and scheduled hotel front desk staff.  Accounts payable, receivable, submitted monthly/quarterly reports, payroll, customer service and overall office management.

Education

University of Denver 

Master’s Degree/Human Resources
Graduation- 2014
Metropolitan State College
Bachelor of Arts in Hospitality, Meeting, and Travel Administration

