	   Tracy Padro 

	11111 Gray Street
Westminster, CO 80020
Cell: 303-990-1289
danchaero@yahoo.com





	Experience


	


Kmart Corporation
	March 2008 – Present
	HR Manager 
	Thornton, CO


	·
	Process payroll using Kronos ” Workforce Management” software.


	·
Oversee all on boarding of new candidates, conduct new hire orientation, maintain confidential employee files
·
Process medical/Insurance claims,FMLA and OSHA reporting, Wotc and I9’s
·
Conduct staff training courses on “Customer Service Essentials”, provide in store and telephone customer service.
·
Generate staff schedules based on staffing needs, host district and regional meetings. 



	Global Computer Supplies


	May 1991 - March 1994
	Customer Service/ Sales Rep 
	Dominguez, CA


	·
	Handled high volume of incoming/outgoing calls. 


	·
Processed orders/data entry, set up new customer accounts. Maintain customer 
files for order shipment history.
·
Suggestive selling, upgrade on computer products, provided tech support.
·
Solved customers shipping discrepancies, secured proper shipment method, escalated 
customer problems to proper department when needed.
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	Education


	Carson High, Carson, California:  General Ed.

El Camino Jr. College, Torrance, California:  Early Childhood Education
Community Service
Crossings Mission: Family food ministry volunteer - 1990-1994 
Girl Scouts of America: Troop Leader – 2002-2004

Boy Scouts of America: Den Leader, Camp Admin – 2005-2008

Professional References

Available upon request
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