Caroline Mills

7340 Braun Way Arvada, Colorado 80005

Phone: (303) 437-9935     Email: Caroline.Mills@Colorado.edu
Education:    
University of Colorado at Boulder- Leeds School of Business

B.S. Degree in Business Administration with an emphasis in Human Resource Management

Graduation Date: May 2012

Dean’s List: Fall 2011 and Spring 2012
· Earned a 3.5 GPA or higher for the semester.

Relevant Courses:

Hiring and Retaining Human Resources 

· Gained knowledge of best hiring practices and conducted job analyses that were then used to develop an employee recruiting, selection and retaining system for the CU Recreation Center. The class also provided thorough coverage of employers' equal employment opportunity and affirmative action obligations, as well as various approaches to gender, cultural, and ethnic diversity.
Employee-Employer Relations

· Focused in areas of employee relations law and procedures, employee and employer rights, worker involvement programs, environmental safety and health, and the effects of technology such as social media on organizations. 
Employee Reward Systems

· Examined theories of work motivation and relates them to the strategic use of compensation and other reward systems. Topics include procedures for managing base pay; linking pay incentives to productivity at the individual, group, and organizational levels; developing cost-effective programs of employee benefits; and the use of nonfinancial reward systems such as wellness programs.
Individual, Team, Organizational Development
· Evaluated the impact of development programs on organizational effectiveness. Explored individual, team, and organization-wide development, including such topics as skills training, team building, and managing change. Used acquired knowledge to develop and deliver an effective training program. 
Experience:

Blindsmith, Inc. (Sales Associate/HR Administrator)                                       Jan. 2005- Current
· Blindsmith, Inc. is a locally owned window coverings dealer that provides residential and commercial cleaning and repair services. As sales associate my responsibilities included;   communication with customers to provide the best solution to the customer’s needs in regards to price and style. My role was also to schedule customer appointments, process invoices and purchase orders.    

· As the HR Administrator, I was responsible for administering payroll, maintaining HRIS system was up to date, conducting new hire training, and posting jobs to various job boards.    
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Pioneer Sand Company (Retail Yard Associate)                                         
June 2009-Jan. 2011 

· Pioneer Sand Company is a retail and commercial supplier of landscaping products located in Colorado and Arizona. As retail yard associate, I worked closely with customers daily, to provide optimal products and solutions to satisfy their landscaping applications. I continually followed up with clients, after to ensure their expectations were met. I also was responsible for coordinating delivery schedules for multiple truck drivers on a daily basis. 
Skills: 

· Proficient in Microsoft Office:  Microsoft Word, Excel, Power Point, QuickBooks
· Soft Skills: Communication, Organization, Attention to Detail, Customer Service 
