EMILY GUTHRO                                          14 Roanoke Rd. Hamilton, On. L8S 3P7

      Phone: 905. 526. 8322

              Email: eguthro@live.com

Education

Human Resource Management - Conestoga College, Kitchener, Ontario. Jan – Aug. 2009
· Completed post graduate program with 3.94 GPA 
· Courses include: Training and Development, Labour Relations, Compensation and Benefits, Organizational Behaviour, Employment Law, Human Relations, Strategic Planning, Accounting and Human Resource Information Systems
· Key Projects:

a) Training and Development:  Studied adult education techniques. Learned to measure success of teaching in a corporate environment. Designed and measured training cirriculum. 
b) Health and Safety:  Assessed cases and decisions that set precedents in Canada and globally. Considered new legislation and how it will impact business in Canada. 
c) Arbitration: Team based project that argued pro employer during a union grievance. Arguments were based on events as well as precedents. 

d) Performance Appraisal: Re-designed an existing appraisal system for a company. Forms were made more objective, and recommendations were given to make the system match goals and values of the company more closely.

Bachelor of Arts, Geography - Laurentian University, Sudbury, Ontario. 2003- 2007
· Worked individually and as a team member to complete various projects. Developed writing, thinking, strategic and time management skills.

Teaching Experience

International Teacher – English as a Foreign Language

ECC English Institute, Masan, South Korea:  December 2007 – June 2008

· Taught and planned curriculum for students kindergarten to high school 
· Adapted oral and body language skills to communicate effectively with students, staff and parents with varying levels of English skills
· Adapted effectively to local customs, manners and culture
Teaching Assistant – Cultural Geography

Laurentian University: January – April 2006

· Maintained confidential information regarding students and department finances

· Communicated effectively with all levels of faculty, staff and students
· Taught university level students various lessons on internatinal culture

· Assisted struggling students independently 
International Experience and Employment

International Travel

· Experienced the following countries: The United States, South Korea, North Korea, Japan, Australia, Italy, France, England, Cuba and the Dominican Republic
Procurement Assistant

Star Media Group/ Metroland Media Group October – December 2009

· Kept detailed records of purchasing information including all invoices

· Courteously delt with employees’ concerns and questions regarding new equipment

· Followed up with any concerns from employees, including senior management

Assistant Environmental Planner

City of Hamilton: April – September 2006, Second Term:  April – June 2007

· Performed administrative duties which included  note taking, organizing, using all programs in Microsoft  Works Suite and chairing meetings

· Participated in event organization and promotion of Occupational Health and Safety initiatives 

· Maintained confidential information for ongoing projects

· Responsible for monthly communiqués to staff regarding initiatives

Sales Representative
Our Native Land: Art Gallery - May 2004- August 2004

· Quickly developed rapport to effectively sell and build relationships 

· Learned to communicate with a wide range of international clientele

· Developed sales skills working in an exclusive art gallery with international clientele

· Team based atmosphere, but consistently achieved highest individual sales per month

Crew Trainer 

McDonalds Corporation - 2000 – 2003 

· Responsible for  orientation, training, supervision and performance evaluations of new employees

· Participated in the interview and selection process

· Responsible for ensuring compliance with store policies and procedures

Additional Information

Professional Associations

· Member of the Human Resource Professionals Association, Grand Valley and Toronto 
· Ontario Horsetrials Association
Volunteer and Community Service

· President of the Laurentian University Geography Association 
· University Advancement Funds Committee Assistant 
· SSR Residence Charity Committee Promotional Director 
