Melinda J. Sopher
7394 S. Alkire St. #102

Littleton, Co 80127

Cell: (219)629-4873
E-mail: MJSK83@gmail.com

Objective:
I have a Bachelor's degree in Communications, excellent guest service skills, and I'm a results driven team player. My goal is to pursue a rewarding career in Management or Human Resources.
Education and Certification:
Purdue University Calumet

Hammond, In


12/2009
Personnel and Human Resources Certificate
Purdue University Calumet

Hammond, In


05/2009

Bachelor of Arts in Organizational Communications
Experience:

Fitzgerald Casino


Black Hawk, Co

   04/2011-Current


     Security, Valet  and Housekeeping Supervisor

Supervise over security, valet and housekeeping staff and assign duties as necessary.


I train team members.

I interview potential candidates. 


Check for ID fraud and maintain a safe and clean casino.


I write reports, give statements, and retrieve necessary information on incidents 

from guests and personnel. 

Give drug tests.


I've worked all shifts and deal with many difficult people and difficult situations. 


I make the schedules. 

I give annual and quarterly reviews and also write ups. 


I meet with vendors and discuss product usage and possible placement.

Given and retain highly confidential information.
Ameristar Casino Resort Spa

Black Hawk, Co

   12/2010-03/2011

     Human Resources Representative 

I prepared and verified I9 information.

Constructed new hire and termed folders.

Created new ID badges and ordered office supplies. 

I updated current job openings weekly and answered applicant questions.

Used Infinium to access Team Member information and answer questions.

Answered phones and assisted the HR staff with any other duties as needed.  
Target

St. John, Highland, Merrillville, & Fort Wayne, In
     07/2002-12/2010


     Guest Service Attendant

I managed over all front-end personnel and worked on technical problems with the 
computer and register equipment.


Opened and closed registers in all areas of the store.


I provided guests with an optimum shopping experience and clarified policies.  

I helped other team members with problems, questions, concerns and training. 

I made the break schedule and assisted with returns, food preparation, and breaks.
Charlotte Russe



Hobart, In


     10/2009-11/2010

     Shoe Specialist

I organized the storage area to ensure enough room for daily inventory.


Managed all shoe related marketing around the store. 


Changed signage and assisted with opening and closing procedures.


I trained new employees on proper procedures for the shoe department.


Internship Experience:
Majestic Star Casino


Gary, In

      07/06/2010-08/31/2010

      Human Resources Intern

I assisted with the implementation and organization of Job Fairs.

Used Microsoft Excel to compile and organize data.

Created new hire files and handled confidential documents.

I compiled FMLA and IFMLA data into an easier format.

Used HotLink HR, recruitment software, to print applications and move the 
applicant's data over to the next hiring stage.

Called qualified candidates for interviews while documenting the process and 
researched several recruitment software companies. 
Volunteer Experience:
St. Margaret Mercy Hospital

Hammond/Dyer, In

02/2010-07/2010
Human Resources and Public Relations Departments
Reviewed and filed HR files and saved public relations documents.
I assisted the HR Manager and HR support staff as necessary.
I used clerical skills in performing the necessary administrative duties.
