Kristen A. Baker
2519 West Royal Lane #208 ♦ Irving, TX 75063
(512) 695-8297 (Day) ♦ baker.kristen09@gmail.com
SUMMARY: Seeking a challenging and rewarding position in a company that will utilize my education, training and experience, as well as career advancement. 

EDUCATION: 
Texas A&M University: December 2009        



       College Station, TX 

Bachelor of Science, Human Resource Development
Minor: Business Administration
Major GPA: 3.95

Overall GPA: 3.47    

WORK HISTORY: 
Dec. 2009- Present   
    Omni Dallas Hotel: Pre-opening Sales Team       
        Dallas, TX


                      Sales Coordinator 

Support and report to four (4) National Sales Directors
Operate as property lead catcher to ensure accurate data for hotel

Distribute leads to Sales Managers, and use Delphi software to input, track and maintain business opportunities

Work directly with the project manager on hotel renderings and monthly updates 

Develop end-of-month reports for submission to Corporate Sales & Marketing 
Maintain relationships with clients, hotels ownership team and corporate office

Work directly with the Dallas Convention and Visitors Bureau on uncovering business leads and projects with the city of Dallas

Create proposals and prepare contracts for business accounts

Uphold the daily operations of the pre-opening sales office and special events

Participate and attend in sales calls and marketing events per pre-opening sales team

Aug. 2009- Dec. 2009                        Omni Fort Worth Hotel 


Fort Worth, TX





       Human Resources Intern
      








New Hire Concierge- Own New Hire Associates for the first thirty days. 
Training- Support and assist with the ongoing trainings within the hotel. 
Orientation Support- Develop and maintain new hire paperwork. 
Pre- screened applications for the HR managers. 
Handled all of the incoming traffic in a high paced environment and answered to phone calls and e-mails. 
Managed the essential functions under five different associates within the office.
   Maintained the daily duties under the HR Director and managers to ensure efficiency: updating paperwork, developing spreadsheets, scheduling interviews, filing, compile review reports from all department managers.
July 2007 - Aug. 2009          Texas A&M Student Recreation Center           College Station, TX
            
                                                                Member Services                                      


Managed duties for all aspects of customer services, receptionist and cashier
Received 2 consecutive promotions within 9 months 
Facilitated special event operations 
Trained and mentored new employees 
Verified current membership status through a computerized database 
Feb. 2006 - Jan.2007                       Francesca’s Collections

                     Austin, TX
                                     Sales Associate                            
Supervised 8 employees
Greet and serve customers as needed on the floor 
Received and placed merchandise orders in stock
Leadership and training of new employees
LEADERSHIP:

SIGMA ALPHA PI- Active member in The National Society of Leadership and Success 
SHRM- Active member of Society of Human Resource Management
GHA- Member of the Global Hotel Alliance
SKILLS:

Proficient in Microsoft: Word, Office, Excel, PowerPoint, Suite, Outlook
Public speaking
Reflective listening
Excellent oral/written communication
Strong leadership qualities
REFERENCES UPON REQUEST

