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LLaura Cardoza ]

¢ E-Mail: lauracardoza@yahoo.com

Objective

Entry-level position in the Human Resources, where | can utilize my education and experience to assist a company
in the accomplishment of its goals.

Experience

Dress For Success
Career Center Specialist March 2010- Present

e Assist Clients with job search and job retention issues

e Successfully track DFSO clients in tracking system database
e Manage all volunteer scheduling for the career center

¢ Responsible for all administrative duties in career center

Newport Seafood Grill
Hostess December 2009- Present

e Supervise and coordinate activities of dining room

e Scheduled reservations and events

e Trained new hostesses

e Responsible for accounting and dividing all gratuity for host station

Netflix Inc.

Customer Service Representative August 2008- May 2009
¢ Answered high volume calls efficiently

¢  Guided customers through variety of tasks online

e Assisted customers with signing up for service

e Achieved my performance goals quarterly

Education
Portland State University September 2008- Present
Portland State School Of Business Administration
e Bachelors of Arts - Human Resource Management Expected June 2010
e Bachelors of Arts — Business Management Expected June 2010
Portland Community College January 2004- June 2008
e Associates of Science Degree June 2008
Skills

e Bilingual in Spanish and English

e Proficient with Microsoft Suite

¢ Demonstrate strong written and oral communication skills
e  Ability to learn new programs quickly and easily



Developed valuable multiply tasking and time management skills while attending college and working
fulltime

Demonstrated ability to effectively work and operate with limited supervision

Three years of previous office experience

Excellent problem solving skills



Email LydiaGarciaO0@gmail.com

Lydia Garcia

Education
Affiliations

Skills and
Qualificati
ons

Experience

Portland State University

Bachelor of Arts in Human Resource Management, Marketing, and Advertising;
Food Industry Leadership Certificate. Expected Spring 2010

Human Resource Management Association Vice President of Publicity
American Marketing Association Vice President of Recruitment

. Bilingual - Fluent in English and Spanish.
" Certified Food Safety Manager
" Proficient in Microsoft Office Suite, Windows and MacOS.

Babies R Us Tigard, OR 02/10 — Present
Human Resource Department Supervisor

] Facilitating in hiring, training, interviewing, orientation, development as well as supervision of
employees.

Costco Wholesale Portland, OR 6/09 — 02/10
Costco Wholesale Summer Internship Program

" Explored Costco’s business practices and company culture by rotating departments weekly
to gain a deeper understanding of the operations as a whole.

Godfather’s pizza Portland, OR 6/06 — 5/08

Shift Supervisor

" Ensured accurate reconciliation of cash.

" Managed a crew of three to seven employees.

" Delegated tasks in such a way that objectives were met in an effective and efficiently.

GlaxoSmithKline Portland, OR 7107 — 12/07

Campus Consumers Marketing Consultant Intemship

] Participated in regional and local marketing team.

] Created promotional plans and materials.

] Disseminated information about GlaxoSmithKline brands, including Aquafresh, Tums,
Abreva, Nicoderm, Beano, and Vivarin.

" Developed grass roots marketing campaigns on campus and online.

" Completed necessary promations with little, to no supervision.

Quizno’s Sub Beaverton, OR 11/05 — 5/06
Store Manager

Supervised employees.

Created weekly schedules and bi-monthly payroll.

Counted Inventory.

Calculated food and labor costs.

Hired and trained new employees.

Created and executed local store marketing plan.



Genevieve G. Geiger

geiger@pdx.edu
Objective To utilize my skills in a position in a challenging and innovative work environment.
Education Expected Graduation Dec. 2010 Portland State University
Major: Human Resource Management and Leadership Major GPA: 3.80

PHR expected completion Dec. 2010

Work 2008-Current Portland State University Portland, OR

Experience Financial Aid Advisor

= Counsel students in person and on the phone regarding their financial aid package.

= Analyze information weekly, evaluate and develop status report to aid in work flow efficiency.

=Web site Design Chair / Project Manager, overseeing 6 employees (1 contract), utilizing teamwork to
develop a user-friendly, accessible web site.

= PC operating systems. Developed Banner, Drupal, Google Analytics, and Meeting Maker skills.

2008 Gresham Troutdale Family Medical Center Troutdale, OR
Referral Specialist

= Answered multi-line phones communicating in a sincere and professional manner with ill patients.

= Maintained doctors’ daily schedule, scheduled appointments, fielded insurance questions.

= Interfaced with patients, check-in / check-out.

= Reconciled payment information.

= Centricity Practice Solution 2006 EMR and scheduling database used for data entry.

2007-2008 Gearing, Rackner, & Engel, LLP Portland, OR
Contract Legal Assistant

= Maintained partner’s daily calendar with scheduling software. Now Up-to-Date scheduling database.

= Scheduled meetings and interfacing with clientele.

= Managed multiple projects concurrently.

= Typing, copying, faxing, and filing legal documents.

= Macintosh operating systems.

2003-2007 Law Office of Charles M. Greeff Lake Oswego, OR
Paralegal / Administrative Assistant

= Processed accounts payable and accounts receivable with strong attention to detail.

= Maintained attorney’s daily calendar. Contacted clients in absence of attorney.

= Independently researched and investigated legal inquiries via online information systems.

= Heavy dictation, copying, faxing, and filing of legal documents requiring strong organizational skills.

= Developed Word, Outlook, Excel, PowerPoint, and Timeslips skills.


mailto:geiger@pdx.edu

Volunteer
Oregon Public Broadcasting: Financial Advisor.

Help a Student Parent Family for the Holidays: Department Organizer.
Compassion Southeast: Check-in / check-out liaison for Doctors, Dentists, and Patients.

Experience

References Furnished upon request.



Crystal Grace Gonzales
cgg@pdx.edu

Objective: Focused and motivated business student seeking a full-time position in Human Resources or Business
Administration.

Qualifications:
e Customer service, office and managerial experience
e 60+ WPM
e Knowledgeable in Microsoft Office: Word, PowerPoint, Excel, Outlook
e Effective multi-tasking skills, highly motivated and goal orientated
o Works well with a team or individually

Education:
Portland Community College
e Associates of Science Degree (2008)
Portland State University
¢ Graduating Fal/l 2010 / Bachelor’”s in Human Resou
e Current cumulative GPA: 3.84

Work Experience:
22YSy Q& | St f (KOtaNGOR! 8a20A 1S4x (2008-current)
Patient Service Representative

e Patient services: Payments, scheduling, insurance benefits, billing, disability forms

e Promoted in 2008

e Assistant surgery scheduler

Convergys, Hillsboro, OR (2005-2007)
Customer Relations Manager

e Provided excellent customer service to premium customers

e Proficiently solved customer dilemmas to satisfactory outcomes

e Recognized for leaderships skills and assisted in training new team members

Beaverton Vision World, Beaverton, OR (2003-2005)
Receptionist and Optometric Technician Asst.
e Handled daily office responsibilities: Phones, data entry, appt. setting, greeting, filing, verifying/billing
insurance
e Assisted doctor with pre-testing patients
e Supported optometric technician in lab making, cleaning, and repairing eyeglasses

Oregon Optometric Group Provider, Grants Pass, OR (2002-2003)
Client Services

e Maintained multiple accounts for personal customer service

e Organized, verified and shipped orders

Blockbuster Video, Grants Pass, OR (1999-2002)
Assistant Manager
e Supervised store functions and employees



email: julieg@pdx.edu

Julie Grant phone (503) 421-7924

e Extensive customer service and multitasking experience
Skills Inventory e Excellent communication and organizational skills
¢ Proficient in Microsoft software-Access, Excel, Word, PowerPoint
¢ Ability to solve problems and handle situations creatively
e Leadership skills using motivational techniques

Education Portland State University Portland, OR

Senior BS Business Administration: Human Resources/Mgmt
e Training in conflict resolution, and group communication
e Experience working in teams and groups
o Performance management, staffing and selection, training and
development, and upper level management coursework

Work experience
2008/2010 Portland State University Portland, OR
Office Assistant: Specialized Accounting
o Data entry experience using ORACLE (Banner system)
e Filing invoices/W-9’s, assist with check runs, call vendors
e General office duties creating excel charts & answering phones
e Attention to detail and works with sensitive information
1999/2000 Mi ckés Al e House
Server
e Duties include serving lunch and dinner at busy riverside location
e Customer service and multitasking skills
1988/1999 Edgewater Inn Oregon City, OR
Bartender
e Mix and serve alcohol and food
e Handle cash and customer complaints
e Operate Karaoke machine, entertain customers
1995 All About Hawaii Tigard, OR
Reservation Agent
o Data entry and travel reservation bookings
e Coordinate sales of Air/Hotel/Car travel packages to travel agencies
e Answer incoming reservation calls and inquiries
1993/1994 Reno Air

Customer Service Agent

e Handle customer complaints for lost luggage

e Responsible for boarding and supervision of passengers

e Check in passengers/flight arrivals/prepare aircraft for flight




Christina A. Greer

Cgreer82@hotmail.com
Summary of Qualifications

e Fi ve year s dnanegementin a fastpacee enviranment
e Experienced in the interviewing, hiring and firing process of all new employees.
e Experienced in employee training and in working with groups to achieve collective goals

Education

Portland State University Portland OR Expected: June 2010
BS in Business i General Management & Human Resource Management majors

Work Experience
Big Town Hero Tualatin, OR 08/05-present
Supervisor

e Open and manage store
e Responsible for training new employees
e Order product daily, responsible for register and cash handling, customer service

Big Town Hero Beaverton, OR 11/04-08/05

Sandwich Maker
e Food preparation, cash handling, customer service

Papa Mur phyo&s P Portlam, OR 02/03-11/04
Assistant Manager

e Open and ran sldseace e i n manager 0s

e Oversaw daily prep lists, made daily cash deposits

e Hired and trained new employees, terminated employees

e Register experience and customer service, and daily, weekly and monthly inventory

Papa Murphyos PEuwemaOR 11/99-09/02

Assistant Manager In addition to duties listed in position above:
e Oversaw stores at multiple locations
e Under my supervision, store awarded recognition for organization and cleanliness
e Oversaw monthly Safety Committee meetings and made weekly employee schedule

Volunteer Service:
PSU Womends Resource Center Fundr ai4gv-6i0g

Oregon Food Bank Hands on Greater Portland 4/09-Present
Computer SKills: MS Office
Memberships: PSU Human Resource Management Association

Society Human Resource Management



KELSEY GRIMMER
kmgrimmer@yahoo.com

OBJECTIVE: A Human Resource position in the Portland, Oregon area.
HIGHLIGHTS OF QUALIFICATIONS

Seven years of customer service experience.

Strong organizational skills and work ethic, goal oriented and flexible.
Skilled in Microsoft Office/ Excel programs.

Ability to multi-task and balance projects.

RELEVANT AND PROFESSIONAL EXPERIENCE

Human Resources Coursework
e Understand the legal issues of Human Resource laws.
e Developed and rationalized annual salary matrices for situational data.
e Created interpersonal contracts for employees.
e Conducted full job evaluations for fictional characters.
Training
e Certified designated trainer for Red Robin restaurants for three years.
e Understand the value of accurately staffingandd evel opi ng an empl oyeebs
maximize fit within a company.
e Accommodate training methods geared towards each individual employee.
e Member of HRMA and SHRM
Customer Service
e Provided high quality customer dsleingproblers. by | i
e Experience in answering and routing direct calls.
e Performed bookkeeping functions such as payroll, and accounts payable/ receivable.
e Ability to make decisions and judgment calls.

EMPLOYMENT HISTORY

HR Assistant GutenFoods, Inc. Portland, Oregon 2009- present

Server/ Cocktalil Rock Bottom Brewery Portland, Oregon 2007- present

Server/ Trainer Red Robin Gresham, Oregon 2004- 2007

Customer Service  Glimcher Properties Portland, Oregon 2003- 2004

Receptionist Granite Construction Milwaukie, Oregon 2002- 2003
EDUCATION

Business Administration: Human Resource and General Management
Portland State University, Portland, Oregon
Graduation in June, 2010



Omar Hagi-abdi

hagiabdi.omar@gmail.com

Education
e Portland State University
e Bachelor of Science Expected June, 2010
o Majors: Supply and Logistics Management and Human Resources Management
e PSU GPA: 3.02
Skills

e Attention to detail
e Experience using Microsoft word, excel, Power point
e  Good written and verbal communication skills

Work Experience

Revenue Recovery Tualatin, OR
United Parcel Service (UPS) 02-2007 to Present
e Paid critical attention to information when auditing shipping details on packages to ensure proper
shipping.

e Communicated any improper shipping methods to a supervisor.
o Actively participated in the safety committee meetings held every month as a representative for the
revenue recovery department.

Packaging
Beaverton, OR
(Assigned to work at INTEL Corp. as a temp) 06-2005 to 08-2005
e Transported small fans and chips for computers to the appropriate building teams.
o Packaged the fans and Chips to ensure proper working conditions upon receipt as a member of the
team, and communicated any defects that were discovered in the process to a supervisor.
o Wrapped and stacked finished pallets in a timely manner to meet shipping deadlines.

Student Groups

Human Resource Management Association (HRMA) 2009 to Present
Society for Human Resource Management (SHRM) 2009 to Present
Supply and Logistics Management Association (SLMA) 2009 to Present
Interests

Basketball, Football, Soccer, and Ultimate Frisbee


mailto:hagi-abdi.omar@gmail.com

Kevyn Hetu
E-mail: kevyn.hetu@gmail.com Fax: 503-612-9982

Objective
Looking to obtain valuable industry experience through an entry-level job or internship.

Profile
- Over 1 year real world small team leadership/management experience
- Strong interpersonal skills. Worked with clients directly, often cold calling resulting in new
clients.
- Technology skills include: Word, PowerPoint, Excel, Most internet applications, and point-of-
sale platforms
- Contributing member of Human Resources Management Association responsible for co-
organizing associations golf tournament.
Education
Portland State University B.S. Leadership and Human Resources  June2010
Clackamas Community College A.A Oregon transfer June2007

Professional Experience
1-09 to current Manager/Booking Agent, Hot Tea Cold Band Portland, Oregon
- Located/contacted potential clients
- Developed professional marketing materials for potential clients
- Effectively communicated team needs and client requirements
- Promoted team unity using technology as well as by interpersonal contact
- Developed new clients through networking and cold calls.

Volunteer Experience
8/09 to current Member, PSU Human Resources Management Association

1/10 to current Officer- PSU HRMA Golf Tournament co-coordinator
- Coordinating volunteers -Securing facilities
- Obtaining resources -Promotion of activities

Work Experience
8/2004 to current Building Use Monitor, Tigard-Tualatin School District
Gained interpersonal and time management skills working
with many groups and organizations simultaneously
6/2002 to 1/2006 Cashier, Fred Meyer Tualatin
Gained valuable work experience with systems and
built essential customer engagement skills.

Interests
Rock Climbing, Cooking, Live Music



Marcia Ramirez

marcia.r.ramirez@gmail.com 503.349.2431

SUMMARY OF QUALIFICATIONS

Bi-lingual and Bi-literate (Spanish/English)
Highly Organized

Ability to Lead Others

Outstanding Customer Service Skills

Ten Key Proficient

EDUCATION
Bachelor of Arts, Portland State University, Portland, Oregon
Double Major in Human Resources/Management and Leadership June 2010
EXPERIENCE
Leviton Manufacturing Tualatin, OR
Human Resource Intern April 2010 - Present

e Perform activities in support of the Human Resource Department
e Responsible for the administration of a variety of human resource programs
e Develop Employee Morale Program

US Bank Hillsboro, OR

Senior Banker January 20101 Present
e Successfully train new employees
e Create long standing financial relationships with customers
e Resolve complex customer service issues
e Attend to Spanish Speaking clients
e Ability to communicate clearly and effectively with customers and coworkers
e Proven commitment to quality customer service

Banker August 2006 T October 2009

e Accountable for sales and service activities for in-store branch locations

e Proactively seek new customers

o Identified and recommended changes that would financially benefit all customers, including the high
percentage of clients who are Spanish speaking

o Sell and cross-sell bank products and services

e Convert service opportunities into sales events

o 4N Quarter Star of Excellence winner, 2009

e 1% Graduating Class of Emerging Leaders, 2008

Teller April 20057 August 2006
o Demonstrate excellent customer service

Handle routine financial transactions through an internal system (Wizard)

Ensure a positive interaction with customers

Cross-sell products when appropriate by making the necessary referrals

Exceeded minimum referral requirements every quarter


mailto:annmarci@pdx.edu

PROFESSIONAL AFFILIATIONS

Officer - PSU Human Resource Management Association (Golf Tournament Co-Coordinator)
Member - Society for Human Resource Management



Jason T. Sierakowski
JSRKWS@YAHOO.COM

Objective: Human Resource

SKILLS AND CAPABILITES
Leadership
o Ability to assess individual group member capabilities and delegate duties to accomplish group goals.
e Proficient in achieving deadlines for projects.
¢ Influential with positive moral and motivation for group members.
Communication
e Able to synthesize information to provide understanding of project and scheduling needs.
o Created informative written and oral presentation of projects.
e Ease in communicating effectively with all levels in the organization.
Management
o Created a fun, relaxed, challenging environment.
Generated quality assessments and appraisals for all members of the unit.
Counseled individuals in corrective action plans, using performance evaluations and.
Wrote recommendations for individual awards, commendations, and citations.

EDUCATION
Portland State University, Portland. B.S. (2006-2010)
e Business Administration: Human Resources Management and Leadership Management.

EXPERIENCE
United States Marine Corps (2002-present)
e Honorably discharged after 4 years 2 months of active duty service. Achieved the rank of Sergeant (E-5).
Currently serving as a local Reservist.
Leadership and Responsibilities
e Provided inventory control for classified personal, and mission critical equipment valued in access of
$1,000,000.
e Awards include: letters of achievement, Naval Achievement Medal for superior leadership actions, and
Good Conduct Medal.
e Squad Leader during combat operations with direct control of 10-12 Marines.
Instruction
e Instructed a class of 10-20 Marines in martial arts techniques.
o Presented formed classroom (20-30) training on field tactics and techniques in a unique environment.
e Enhanced training to quickly bring subordinates up to speed in unit operating procedures.
Project Management
e Oversaw construction of base operations facility maintain 250-500 Marines.
e Coordinated materials, gear, personnel, and timelines for completion.
Additional Training and Achievements
¢ Non-Commissioned Officers Leadership Course, Camp Pendleton, California.
e Proficient in Microsoft Word, Excel, Power Point.
e Proper understanding of financial statements.
e 3 Combat Tours (21 months combined), participating in Operation Iragi Freedom.
Naval Achievement Medal; Awarded for actions performed in a combat environment. Good Conduct
Medal; Awarded for three years of consecutive honorable service. Presidential Unit Citation; The highest
unit award, for actions in Iraq.



STEFANIE STANBERRY

stefanis@pdx.edu

Summary of Qualifications
e Proficient in Microsoft Office
e Very organized and detail oriented
e Over two years of management experience in a high volume grocery store.
e Worked 20-40 hours per week while attending school full time for the last 4 years
e Involved with the Portland State Human Resource Management Association

Education
Portland State University, Portland, OR Graduation: June 2010

Bachelor of Science in Management Leadership and Human Resources
Food Industry Leadership Certificate

Experience
United States Bakery Portland, OR
Human Resources Intern Dec. 2009 - Present
e Helped to facilitate the completion of an OFCCP audit by building applicant comparison

spreadsheets

e Used Kronos to perform applicant tracking and employee training

e Assisted with daily HR office activities such as new hire paperwork, kept driver files
updated, and built spreadsheets

Lamboés Thriftway Lake Oswego
Food Clerk Apr. 2009 T Present
e Proficient in the operation of USPS sub stations, including all federal mail regulations
e Money handling responsibilities provided personal service to each and every customer, and
a fast, accurate transactions
e Provided quality produce experiences by helping stock, rotate, and maintain the department
to high quality standards

Safeway Seattle/Bend/Portland
Supervisor (while full time)* Mar. 2004 T Apr. 2009

*(Due to school was clerk)

e Provided support to upper management; ensured superior customer service, efficient
checkout success

e Solid interpersonal skills, money handling responsibility, excellent problem solving abilities
in a fast paced retail environment

e Started as a courtesy clerk, promoted to checker, then to supervisor



ANN MARIE WENTWORTH

annmarie.wentworth@yahoo.com

EDUCATION
Portland State University ; Portland, Oregon Graduation June 2010
Bachelor of Science, Human Resource Management and LeadershipManagement G.P.A.3.77

Oregon State University ; Corvallis, Oregon

Bachelor of Science, Merchandise Management
EXPERIENCE

Recruiter/Staffing Coordinator ; Integrated Healthcare Solutions; Portland, Oregon 9/99-9/01

Recruited, placed and managed 100+ internally contracted employees into client facilities.

Managed scheduling, payroll, benefits and employee relations for contracted employees.

Player Services Manager; The Mill Hotel & Casino; North Bend, Oregon 5/98-6/99
5/985/99

Directed all daily sales activities and customer relations including player tracking, comps and management of the
Players Services Club.

Managed staff of 10+ salesassociates including training development, employee relations and performance
evaluations.

General Store Manager ; The Mill Hotel & Casino 11/97-4/98
o Development of budgets and implementation of retail sales and buying plan for the departm ent.
Bussing & Group Tour Sales Coordinator ; The Mill Hotel & Casino 9/96-10/97

e Managed and executed all aspects of group tours and bussing markets including development of outside sales
and marketing plan.

e Acted as a service group and local business liaison as it related to group tours, conventions and economic
development to incre ase organizational involvement with the community.

Store Sales Manager; Lerner New York, LTD. Portland, Oregon 5/93-8/96

o Executed all sales and management recruiting including screening, hiring, training and development to meet all
staffing requirements.

e Supervised all visual merchandising, sales management and operations of 25+ associates in a $1.6 million store.

AFFILIATIONS

PSU Human Resource Management Association

e President 2010
e VP of Programming 2009-2010
Society for Human Resource Management Association 20092010


mailto:annmarie.wentworth@yahoo.com

Tecie Zollner

teciez@hotmail.com

Education & Professional Development

e BS, HRM & MGMT, PSU, Portland, OR
e PSUHRMA & SHRM
0 VP, External Relations - PSU HRMA

Work Experience

e Portland Public School District, Portland, OR
0 Human Resource Intern
= Focus on hands on analysis, process creation,
research and communication strategies

e Guten Foods, Portland, OR
0 Food Server

= Customer service, serve food and beverages, cashier, sing

e Glockenspiel Restaurant & Pub, Mount Angel, OR
0 Supervisor / Food Server

= food preparation, serve food and beverages, open and

o closing duties, customer service, cashier, delegate tasks
0 and supervise over other front of house employees

e Polo Ralph Lauren, Woodburn, OR
0 Sales Associate

= customer service, receiving shipment, cashiering,

0 presentation layout of merchandise

Activities

e Student Choir Director, St

e Band Member, Z Musikmakers, Regular Performances Statewide

Mi

June 2010
Fall 2009 - Present

March 2010 — Present

Aug 2009 - Present

Aug 2008 - July 2009

June 2005 - Sept 2007

¢ h arelll200%- Pré&dntu r ¢ h
1990 - Present
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