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Objective
To obtain a part time position as a Human Resource Assistant at Corporate Management Group.
Experience
Forever 21	October 2010 to Present
Assistant Manager
Processed new hire paperwork including W-4s, I-9s, and other required documents through the company’s HRIS.

Conducted orientation per the company’s handbook and supporting materials.

Trained new employees on the company’s policies, procedures, and expectations.

Submitted separations for employees who had been terminated or had voluntarily resigned.

Administered employee semi-annual reviews.

Interviewed applicants and passed them on to other managers for consideration via the multiple-hurdle model.

Assisted with payroll functions, such as checking employee hours for break violations, and finalizing payroll with corporate each pay period.

Handled confidential employee information.

Coached and developed 70+ employees within company standards.

Monitored overall store performance, including employees, sales, and product distribution.
Katch	June 2010 to October 2010
Assistant Manager	(Location closed permanently)
Managed team of 6.  Monitored shift profitability and efficiency (reduced wait times etc.)
Suggestively sold a variety of new products to meet daily goals.
Recorded inventory on a regular basis and ordered product as necessary.
Collected payments using POS software.
Opened and closed store by using checklists and systems.
Accounted for daily sales by reconciling credit cards, cash, and making deposits.
Chuck E. Cheese’s – Lonetree, CO.	March 2007 to June 2010
Opening Manager
· Managed team of 28. Personnel positioning to ensure that the restaurant operated efficiently, mitigated lines at the cash register, and minimized wait times.
· Collected payments, and various other options using POS software at the register.
· Resolved guest problems or complaints by determining optimal solution. Every guest leaves happy.
· Organized and assigned 30+ table reservations per day (Birthday parties, fundraisers, organizations).
· Accounting for daily sales. Made deposits, counted and reconciled all cash registers and safe funds.
· Monitor shift profitability and efficiency through the use of suggestive selling.
· Scheduled employees around times requested off, and re-organized shifts in the event of a “no call, no show.”
· Planning for future shifts and organizing daily events such as birthday parties and fundraisers.
Education
University of Colorado at Denver – Denver, CO.	Anticipated Graduation: December 2012
Bachelor’s Degree in Business Administration – Human Resources.
Community College of Denver – Denver, CO.		April 2010
Associates Degree in Business Administration.
Arvada West High School – Arvada, CO.	May 2000
High School Diploma – National Honors Society and DECA (Distributive Education Clubs of America).
Skills
· Organized professional who thrives on deadlines, attention to detail, and multitasking.
· Responsible contributor who accepts accountability for all duties assigned.
· Knowledgeable and passionate about Human Resources and beginning an HR career.
· Results-driven achiever with admirable planning and coordination skills.
· Flexible team player and leader who engages fast-paced environments.
· Exceptional communicator who is able to powerfully convey information verbally and in writing.
· Innovative problem-solver who can efficiently generate workable solutions and solve problems.

References available upon request.
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