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Professional Summary
Energetic Entry Level Business Administration Professional who is dedicated to creating efficiency at all levels of management. Adept at critical analysis developing comprehensive reports for management and working as part of a team. Specializes in retail and manufacturing management environments.
Core Qualifications
· Exceptional computer and Internet skills

· Strong understanding of business efficiency methods

· Able to work independently or as part of a team

· Dedicated to reducing the red tape that can cause business issues

· Proactive problem solver and analytical thinker

· Works well with all levels of management
Experience

Entry Level Business Administration

3/1/2009 - 7/1/2014
Gander Pick Incorporated

New Parkland, CA
· Assisted in developing a dynamic set of human resources policies for hiring seasonal workers.

· Assisted in creating a training program for seasonal workers that is still used to this day.

· Assisted in creating a communication process between all levels of management.
Entry Level Business Administration

1/1/2004 - 3/1/2009
High Level Corporation

New Parkland, CA
· Assisted in developing the new hire training materials and program.

· Responsible for creating monthly business process audits that went straight to management.

· Assisted in developing a series of job descriptions for hiring seasonal workers.
Entry Level Business Administration

6/1/1998 - 1/1/2004
Jetson Incorporated

New Parkland, CA
· Assisted in maintaining digital and hard copy human resources files.

· Worked closely with management to develop quarterly management audits that were presented at the executive meetings.

· Assisted in developing the exit interview process for seasonal and part-time employees.

Education

Bachelor's Degree - Business

1998
Stall Pattern College

New Parkland, CA
