Drew Leinberger
47 W Calle Monte Vista • Tempe, Arizona 85284 • (480) 406 9865
leinbergerdrew@gmail.com • www.linkedin.com/in/drew-leinberger

Summary

Understand how to implement and comply with local and federal laws. Can design pay grades and find information regarding employee compensation. Able to learn and adapt to different tasks and procedures. Able to train and create employee training manuals. Proficient with Microsoft Office programs including Excel, Word, and PowerPoint.
SKILLS
	
· 
· Microsoft Office
· SharePoint
· Training and Development
· Employment Laws
· Compensation and Benefits
· Employee Relations
· Adaptability
· Time Management
· Confidentiality

EXPERIENCE

Human Resource Intern 
Nicholas and Company, Salt Lake City Utah                                                                             October 2018-February 2019	
· Utilized HRIS Systems to enter employee information for new hires, training and status changes for over 500 employees. 
· Involved in implementing and training employees on new learning management system.
· Assisted with benefit open enrollment.
· Performed employee information audit between two systems for preparation on a third being implemented.

Human Resource Intern/Administrative Assistant 
Weber State University – Student Success Center, Ogden, UT	September 2016-August 2018
· Designed training manual for student workers that will be the prototype for over 100 employees
· Collaborated with and created reports for 20 different advisors on student related information
· Scheduled and assisted in answering questions for over 1000 students and parents per year
· Completed training in Family Educational Rights and Privacy Act

Sales Associate	
Staples, Tempe, AZ	June 2015-February 2016
· Delivered exceptional customer service
· Supported stores endeavors to achieve being a top store in the region through sales and customer service metrics

Sales Associate	 
Toys R Us, Tempe, AZ	August 2012- June 2015
· Trained 25 new employees on selling techniques, cash register management, and processing inventory 
· Delivered exceptional customer service with a 100% customer satisfaction rating

EDUCATION

Weber State University--Goddard School of Business & Economics, Ogden, UT	
Bachelor of Science 	August 2018
Major: Business Administration, Emphasis: Human Resource Management
· [bookmark: _Hlk2775464]Beta Gamma Sigma Member (International Business Honor Society)
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