FATMA UCAR
8080 East Vassar Drive Denver, CO 80231 fatma.ucar@colorado.edu
Cell: (720)278-9395 Home: (303)369-1985 

My mission is to help create a work environment where the industry`s top talent wants to be.

EDUCATION

University of Colorado at Boulder, Leeds School of Business
Bachelor of Science in Business Administration, Area of Emphasis: Human Resources, Graduation: Fall-2009 GPA: 3.20

WORK EXPERIENCE
HUMAN RESOURCES GENERALIST                                                                                                                                                                January 2010-Present                                                                                                                    
Happy Ladybug Family Childcare                                                                                                                                                                Denver, CO                                                                                                                                                                 
· Managed the entire recruiting/hiring process: establishing job descriptions and qualifications, advertising the position, screening and interviewing the applicants, verifying employment and finalizing the job offer
· Administered all new-hire paperwork, conducted new-hire orientations, communicated benefits 
· Designed and implemented strength-based performance management and success recognition program; trained employees in the areas of customer service, interpersonal skills and communication
· Created company`s first employee handbook, revised policies and procedures to create a more balanced and legally sound work environment
· Managed the employee files, both paper and electronic which improved efficiency of day-to-day operations
· Provided customer service to prospect families, received and directed visitors and telephone calls, formatted business letters and memos, distributed documents and incoming mail, ordered supplies and typed documents

TEACHER                                                                                                                                                                              July 2005-September 2007                                                                                                                                                        
University of Denver-Fisher Early Learning Center                                                                                                                                  Denver, CO
· Developed and implemented lesson plans, created and fostered nurturing, literacy rich environment
· Maintained confidential student records and performed personal development assessment of each child
· Communicated timely and effectively with co-workers and families  to ensure the best outcome of services 

COMMUNITY LEADERSHIP
Greeter Ambassador
Colorado Human Resources Association								                 02/2011-Present
· Greeted and informed members and attendees to help them feel welcome; hosted tables at member programs, engaged  the table guests with introductions, direct the conversation around the topic of the program
· Recognized as the volunteer of the month for January 2012
	
Club Secretary 
Toastmasters International-See You Speak-University of Colorado at Boulder                                 09/2008-12/ 2009 & 11/2011-Present                                                                                                                                                                                          
· Maintained the club's records and officer lists, new member applications and membership records; recorded and reported minutes of the club meetings

Student Leader
Multicultural Business Students Association-University of Colorado at Boulder                                                                09/2007-12/2009                                                                                                                                              
· Participated in organizing student panel discussions to help students gain perspective on diversity; attended workshops, arranged business community speaker invitations
First Generation Scholarship Program- University of Colorado at Boulder                                                                          10/2007-12/2009                                                     
· Participated in community building programs to enhance social development on campus; organized mentor programs to help new students adjust to the campus environment 

ADDITIONAL INFORMATION
· Proficient in Microsoft Office including Word, Excel, Outlook, PowerPoint and Access     
· [bookmark: _GoBack]Fluent in English and Turkish
