Jamie L. Steward 
10510 Madison St.                                                                                                                                          Thornton CO 80233
Phone: (720) 261-5797
E-mail: jamiesw312@gmail.com
OBJECTIVE
To secure a position in a progressive fast paced company that will allow me to utilize my professional skills in a management and customer service field. 

EDUCATION
High School Diploma, Adams City High School

Graduation, Choice Center Leadership University

MAJOR SKILLS AND COMPETENCIES

Managing and Developing Associates (8 to 120 associates at any given time),   High level of Integrity, Customer Driven, Problem Solving ability, Planning And Organizing, Manages Inclusion, Promotes Teamwork, Stress Tolerance, Communicates Effectively, Safety Orientation, Building Relationships

Windows (95, 98, 2003, 2007, XP, Vista, 7 and 8), Microsoft Word, Microsoft Excel, Microsoft Publisher, Oracle, Discovery Viewer, Time and Labor Center, Kronos, Store Timekeeping Systems, Taleo,   Maximus Electronic I-9 processing,  10 Key, Type 30 WPM, Office Equipment (multi-line phones, fax machine, copier, etc.)

PROFESSIONAL EXPERIENCE

CII Entertainment, Denver February 2013-Present

Responsibilities:

   Learning and understanding the adult entertainment industry. 
· Recruiting, interviewing, hiring, and training for all remote city locations.
· Motivating and coaching new and existing employees.  

Choice Center Leadership University, Las Vegas July 2013-Present

Responsibilitie

   Upon graduation and completion, was selected to become a Life Coach & receive 

      on the job training and coaching from a certified Life Coach. 
· Training creation as well as grounding, debriefing, and follow up calls and classes.
· Responsible for group of 4-8 participants to establish goals, follow up and accountability, and follow the guidelines of the program. 
Office Depot, Denver January 2012-July 2013                                                                                                        Assistant Store Manager
Responsibilities:
· Transitioning team to the new store operating model and delivering outstanding customer service. 
· Maintain the store’s inventory integrity, store appearance and efficiently complete daily paperwork.
· Responsible for all new hire on boarding processes. 
· Training, coaching, and follow up with all team members on selling behaviors and driving services and protection plans in the store. 
Family Dollar, Denver October 2010-January 2012                                                                                                        Store Manager
Responsibilities:
· Providing exceptional customer service in the daily operation of the retail store.
· Responsible for all new hire onboarding processes. 
· Supervise, train, and develop store Team Members on Family Dollar operating practices and procedures (e.g., Door to Shelf) and effectively communicate and explain these (and other) standards and procedures.

Best Buy, Boulder Aug 2008-October 2010           

Operations Manager                                                                                      
Responsibilities:
· Major focus on sales leadership and ensuring customer retention.
· Handle customer complaints and sales floor inventory integrity 
· Human Resources tasks: Scheduling Interviews, Hiring, Orientations, Training, Schedule Creation and Completion, Labor Management, Processing all Employee Data changes, Terminations, Completing Employee Practices Audits, Completing Payroll Process, P&L Recap, Follow up on Employee Quarterly Review Process, as well as the management of the Operations team.
The Home Depot, Louisville June 2006-Aug 2008
Operations Assistant Store Manager
Responsibilities:
· Responsible for supervision of Back End operations, Front End operations, and Cash Office operations. 
·  Ensuring that the store experience for customers is ‘Grand Opening Day Ready’ every day including proper merchandising and optimizing the efficiency of all of the Operational areas.
· Striving daily to improve overall store profitability, solve problems, and coordinate and perform the training and development of associates. 
· Acted as the peer for new Operations Managers. This would involve working with new Operations Managers to ensure they understood the key components of the Profit and Loss statements and assist them with training.
PROFESSIONAL REFERENCES

Rhonda Looper Vice President

 CII Entertainment 813-215-8472

Jami Newberry Leadership Coordinator 

Choice Center Leadership University 303-931-7900

