Lyndsey J. Turner

	PO Box 2374 Crested Butte, CO 81224         ♦         (304) 376 – 9545         ♦         lyndsey.turner3@gmail.com



OBJECTIVE:


To contribute highly relevant experience and valuable talent to your organization and furthering my career in Human Resources. 
EDUCATION:


Bachelor of Science in Public Relations / Minor in Communications; Perley Isaac Reed School of Journalism 
West Virginia University, Morgantown, WV, May 2005  
Relevant Coursework: Public Relations Editing and Design, Public Relations Writing/Application, Public Relations  Research and Case Studies, Public Relations Campaigns, Media Writing, Reporting for Print Media, Effective Public Speaking, Media Issues and Ethics, and Organizational Communication
PROFESSIONAL PROFILE

· Computer proficient in Word (70+ WPM), Excel, Outlook, PowerPoint, Access, Publisher, V12, and Kronos
· Enthusiastic and dynamic communicator with outstanding oral and written communication skills
· Motivated and personable team player with a track record of building strong and collaborative relationships with 
       clients, employees, management, and coworkers
       
WORK EXPERIENCE:
PR Property Management, Inc.



October 2012 – Present 

Office Assistant





Crested Butte, CO





· Effectively assist in all administrative functions at a family-owned management property company
· Actively book vacation rental reservations and provide outstanding customer service for both clients and homeowners
· Create and complete work orders for both maintenance and housekeeping departments
· Maintain payroll for all maintenance and housekeeping employees
· Generate monthly statements for homeowners, as well as write checks and balance checkbooks for several Home Owner Associations 
· Exhibit professionalism and resourcefulness when responding to customer inquiries and/or complaints by both phone and email
· Actively update the company website calendar, as well as the VRBO and Home Away calendar, with current and future reservations on each home
Crested Butte Mountain Resort



October 2010 – September 2012 
Resort Services Administrative Coordinator (Winter)

Crested Butte, CO
Seasons Pass and Ticket Office Supervisor (Summer)




· Successfully assisted the Resort Services Management team in multiple capacities at a major ski and adventure resort
· Coordinated private lesson staffing and ski school purchases for the Ski and Ride School management team

· Supported the Director of the Ski and Ride School in tracking revenue, labor trends, and Resort Services expenses
· Helped Guest Services department with the daily operations of guest survey tracking

· Oversaw daily payroll accuracy and audits for the Ski and Ride School, Skier Services, Guest Services, and Mountain    Sports Team departments
· Created and updated the CBMR Employee Handbook for the upcoming ski season to emphasize all employee policies, procedures, and benefits

· Helped the Human Resources department with return-hire employee orientation duties

· Performed all registration duties, including the creation of all registration packets, for the Mountain Sports Team ski and snowboard racing program and for the Kids’ Cruiser and Mini Cruiser ski school programs

· Trained and supervised 6 employees in the Seasons Pass and Ticket Office during the summer season, which included managing all employees’ time sheets
West Virginia University Hospitals



December 2009 – September 2010
Human Resources Staff Assistant



Morgantown, WV




· Provided support for the Human Resources department by administering various HR processes for prospective, current, and exiting employees
· Actively scheduled interviews, performed Criminal Background Checks, verified applicants’ education and licensures, checked references, and wrote offer letters for prospective new hires

· Maintained personnel file paperwork and distributed to departmental directors

· Performed I-9 Audits on all current employees on a monthly basis
Triple S Harley-Davidson




January 2006 – July 2011
Events/Marketing Assistant




Morgantown, WV
· Assisted the Events/Marketing Director with Harley-Davidson events and promotions
· Participated in over 100 events throughout the states of West Virginia, Maryland, and Pennsylvania

· Helped create and host our annual MountainFest and motorcycle rally, an event that saw as many as 70,000 bikers
· Bartended and managed a staff of bartenders at the July 2011 Triple S sponsored MountainFest event

· Worked towards increasing merchandise sales in the motor clothes retail department

