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Joyce M Parsons
540 Campbell Ave • Platteville, WI 53818
(715) 864-3031 • joyce.parsons@outlook.com

EDUCATION
University of Wisconsin-Platteville	Platteville, WI
Bachelor of Science, Business Administration	 December 2012
Human Resources Emphasis	Overall GPA: 3.84/4.0

EMPLOYMENT EXPERIENCES
Sales Support Advisor	March 2013 – June 2013
TDS Telecom	Lancaster, WI
1. Verify addresses for new and current customers for phone book listings
1. Correct customer account information in new information system for accurate transition
1. Verify customer accounts to add and remove discounts and to add early termination fees
1. Work quickly and efficiently to meet 75 percent office efficiency rate daily
Human Resource Intern	June 2012 – August 2012
Timmerman’s Supper Club	East Dubuque, IL
1. Created and revised employee handbook
1. Updated current and former employee personnel files to ensure consistency 
1. Created a system for retaining and discarding past employee personnel files
1. Set up and conducted interviews for server and carryout positions
1. Prepared training materials for servers
Key Holder	September 2009 – January 2012
Family Video	Eau Claire, WI
1. Opened and closed store while completing opening and closing duties
1. Screened and filed incoming applications in correct location for manager to view later
1. Planned and organized school supplies drive for Platteville area schools in August 2011
1. Assisted manager in recruiting sponsors for Halloween Haunted House in October 2010
1. Accurately completed and filed weekly and monthly inventories 
Crew Trainer	July 2006 – July 2010
Culver’s	Eau Claire, WI
1. Began manager training from April 2010 – July 2010
1. Trained approximately twenty-five members on different work positions 
1. Completed food preparation for restaurant opening and closing duties for daily closing
1. Organized and stocked shelves hourly to keep up with customer demand
1. Awarded Employee of the Month in February 2007
Trainer	August 2004 – May 2006
McDonald’s	Eau Claire, WI
1. Trained new and current employees on different work positions
1. Provided food and customer service for lobby and drive-thru customers
1. Completed daily cleaning and stocking tasks to keep up with customer demand


ACTIVITIES
Member	January 2012 – December 2012
Society for Human Resource Management	Platteville, WI
1. Designed bulletin boards promoting SHRM
1. Participated in Involvement Fair, brat sale, State SHRM Games, and highway clean up
Career Fair Volunteer	September 2012
Career Center	Platteville, WI
1. Greeted and showed employers to their booths
Student Volunteer	September 2007 – May 2008 
Boys and Girls Club of the Greater Chippewa Valley	Eau Claire, WI
1. Promoted the Annual Toy Drive to over thirty Hmong families in the Eau Claire area
1. Assisted supervisor by translating between English and Hmong during Annual Toy Drive
1. Tutored in knowledgeable areas of academics, such as English and Math

AWARDS AND HONORS	
Human Resources Certificate	January 2013 
Summa Cum Laude	December 2012
Outstanding Senior in Human Resources 	December 2012 
Dean’s Honor List	Fall 2011 – Fall 2012
Student of the Month	October 2012
Chancellor’s List	Fall 2011

REFERENCES
Alyssa Harings
Marketing Intern, Date Check Pro
144 S Franklin St
Whitewater, WI 51390
(715) 456-6603

Sarah Goree
Human Resource Specialist, Dupaco Community Credit Union
33 N Bonson St Apt #8
Platteville, WI 53818
(608) 306-2848

Kevin Brylski
Teller Supervisor, Royal Credit Union
2139 12th Street
Eau Claire, WI 54703
(715) 864-3589

Chris Hahn
Store Manager, Family Video
3004 Beverly Hills Dr
Eau Claire, WI 54703
(715) 212-8763
