BEVERLY J. SANCHEZ 
8312 NW 85TH ST * Oklahoma City, Oklahma * (405) 470-0491                 

SUMMARY

Progressive experience in training, human resources, management and administration with a proven track record within a variety of industries. Successful negotiator with excellent customer service skills. A high-energy achiever with the ability to manage multiple tasks and priorities simultaneously

PROFESSIONAL EXPERIENCE

HUMAN RESOURCES

*   Developed and implemented fair and consistent review, counseling and termination practices

*   Recruited, interviewed, hired and trained sales and support staff in $12. $16 and $24 million facilities

*   Rewrote 40  job descriptions in coordination with staff

*   Wrote/developed/implemented Policies and Procedures to assure compliance and understanding with Federal Laws

*   Managed COBRA, Worker’s Comp, Unemployment, FMLA, Retirement, and all other employee entitlements

*   Evaluated personnel and determined compensation, eligibility for promotion , etc., conducted wage and salary comparability studies and strived for parity

*   Developed and conducted motivation and training programs

*   Human Resource management and mediated employee problems with successful outcome

*   Coached managers to evaluate all outcomes and make company-protected decisions

*   Consistently monitored hiring practices to ensure effective diversity/equal opportunity 

*   Repeatedly  successfully defended Unemployment Insurance claims

*   Managed administered and implemented all aspects of HR including employee relations, recruitment, training and development, compensation  for headquarters and field locations independently.

*   Maintained successful rapport with management objectives, strategic goals and initiatives with workers

*   Current member of the Society of Human Resource Management

MANAGEMENT
*   Director, 65 Head Start Centers, 510 employees, 2,525 children, managing $42 and $24 million grants
*   Lead organization in developing plans to achieve Federal and State Regulatory quality compliance

*   Coordinate and maintain quality management standards for ECE program

*   Responsible for up-keep, renovation, building and maintenance of 65 facilities

*   Championed no-pay/low-pay partnerships with many organizations to enhance client services

*   Researched, wrote and received grants for organization

*   Manager of each of the $12, $16 and $24 million stores 30% of the time

FISCAL CONTROL/INVENTORY CONTROL

*   Forecasted, planned, monitored, maintained, reconciled $12, $16 and $24 million budgets

*   Responsible for all financial planning, management, controls, audits, budgets variances, reporting and reconciliation

*   Reduced markdowns by 35 % by forecasting sales to create "Just in Time" open-to-buy system and achieving higher/faster sales

*   Controlled basic dollar investments by designing "Just in Time" basic stock open to buy system to turn 8 times versus industry average of 4 turns

*   Negotiated with vendors for markdown allowance, returns, invoice dating and advertising co-op

*   Facilitated price and inventory computerized system corrections for daily point-of sale changes and maintained "on line" status for business

*   Reduced fraudulent returns by 20%
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ADMINISTRATIVE OPERATIONS
*  Managed two offices, responsible for administrative support, biochemical testing coordination, and acted as Executive Assistant to the Drug and Alcohol Control Officer

*  Reconciled deposits, debits, credits, cash receipts, sales audits, oversaw the accounts payable and accounts receivable functions

*   Forecasted, and planned budgets for five departments

*   Scheduled departmental staff and maintained payroll and office expense account

*   Designed schedule of daily activity for 100 person sales force

*   Presented weekly orientation on substance abuse to 6,000 people/year

*   Proficient with Windows, MS Word, Excel, WP, Lotus, Freelance for Graphics

EMPLOYMENT HISTORY

Director



2009-2019
Linwood Early Learning  Center



Oklahoma City, Oklahoma

Director



2008-2009

Villa Teresa Moore

Oklahoma City, Oklahoma


Assistant Store Manager


2006-2008

Tuesday Morning

Aurora, Colorado
Director of Operations


1997 –2004

FENWC


Greeley, Colorado

Human Resources Administrator

1997  

Pitney Bowes Management Systems

Denver, Colorado

Head Start Director


1995 - 1996

Child Opportunity Program

Denver, Colorado

Regional Sales Coordinator

1990 - 1994

Mead Johnson Nutritionals

Englewood, Colorado

Customer Service Manager

1987 - 1989

Target

Denver, Colorado

Administrative Manager


1984 - 1987

Drug and Alcohol Counseling Center

Friedberg, West Germany

Buyer




1974  - 1984

Joslins


Denver, Colorado

EDUCATION

MASTER OF BUSINESS ADMINISTRATION

Regis University

Have also taken and passed both the PHR and SHRM courses at Regis University.

BACHELOR OF SCIENCE
Colorado State University

