Justin D. Schmitz

4764 Cumberland Rd

Mound, MN 55364

612-644-6656

justinschmitz1@yahoo.com
OBJECTIVE

Starting a new challenging and rewarding position that allows me to utilize my skills and experience.

EDUCATION

University of Minnesota-Duluth, MN

May 2004

Bachelor of Business Administration: Human Resources Management

Central Lakes College-Brainerd, MN

May 2001

Associates in Arts: General Studies

PROFESSIONAL SKILLS

· Federal and state licensed and registered for securities-series 6, Series 63, and state life, accident, long-term care, and health insurance licenses. 

· Strong computer skills

· Excellent customer service, sales and communication skills
· Proficient in Microsoft Word, Excel, Access, and PowerPoint

· Excellent interviewing, hiring, and orientation skills

· Able to quickly adapt to new situations, systems, and policies

· Knowledge of Federal, State, and Local employment statues and regulations

· Experience with payroll, scheduling, and administration of benefits

· Excellent written, verbal, and interpersonal communication skills 

JOB HISTORY

Investment Adviser Representative
Mid American Financial Group, Minnetonka, MN (June 2008 – Present)

· Devise and execute business development strategies to attract and acquire new clients

· Analyzing clients’ financial needs and goals

· Providing Guidance to clients regarding the advantages and disadvantages of different insurance and investment products

· Implementing, and continually reviewing, financial strategies designed to help clients pursue their long-term goals

Human Resources Administrative Coordinator

RBC Wealth Management, Minneapolis, MN (September 2007 – June 2008)

· Research, develop, coordinate, execute and manage special projects as assigned

· Providing severance calculations, create OWBPA reports, and severance letters

· Creating and sending reports to HR Business Partners regarding performance reviews

· Creating a variety of ad hoc reports (new hires, turnover, required training, RFPs etc.)  Using SAP, HRMR, RBC Campus, MS Access, and Excel

· Conducting the new hire Human Resources Benefits Orientation 

· Completing and maintaining the annual EEO-1 report as well as any necessary Affirmative Action Filings.

Human Resources Coordinator 

Menard’s, Brooklyn Park, MN (January 2006 – September 2007)

Menard’s, Superior, WI (February 2005 – January 2006)
· Recruiting, interviewing, and hiring team members, interns, and manager trainees
· Training new human resources coordinators at new store locations

· Orientating all new team members and handling all new hire paperwork

· Adhering to the EEOC by maintaining a strong diverse workforce

· Handling compensation, benefits, and payroll functions independently

· Scheduling proactively and efficiently to best utilize payroll dollars

· Ensuring all team member training is up to date by auditing and following up 

· Tackling all team member issues in a timely manner, gaining trust and respect

· Reducing store turnover by promoting a positive work environment

· Increasing sales by making outstanding guest service our number one priority 

· Multitasking and organizing successfully in a fast paced work environment

· Receiving an “A” rating on nine block evaluations from my coworkers 

· Accepting applications, interviewing, surveying, drug testing, and orientating

· Creating monthly newsletters and implementing company  incentive programs

Bartender

Keyport Lounge, Superior, WI (September 2001 – May 2005)

· Solving problems as shift leader and closed business at the end of night
· Helping Train new bartenders, ran cash register, and controlled inventory

· Memorizing drinks at the MN School of Bartending and utilized knowledge

· Offering quick and efficient customer service to every customer

Human Resources Management Intern

St. Luke’s Hospital, Duluth, MN (May 2004 – Aug 2004)

· Receiving an “A” college credit for working through management HR functions

· Entering requisitions and applications into database using Position Manager 

· Posting job openings internally and helped maintain filing systems

· Working on benefits, workman’s compensation, leave of absence, and recruitment

· Compiling reports for MNA contract negotiations and leave of absence
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