Jan E. Mayer
13366 Franklin St.
Thornton, Co 80241

To:  Hiring Team

I am writing to let you know that I am very interested in your Recruiting position that is currently posted. I hope you will consider me a good interview candidate after reviewing my application and resume.     

[bookmark: _GoBack]I have been working for Adams 12 since 2005, and I have a lot of office experience. I am currently an HR Employee Services Specialist (20 hrs).  Although, I love my work, I really enjoy the recruiting aspect of my job. I enjoy working with applicants and helping them navigate through our process. I have experience being a Career Placement Counselor when I lived in IL.  

I have many skills that have helped me in HR.  I have helped many applicants/internal employees with our hiring process; from completing the online application to answering day to day questions regarding staff related business.  My current job and past jobs have all centered around providing information, processing, or guiding people/employees in the right direction about job openings and requirements. I enjoy all aspects of recruiting and keeping up on hiring trends.    
 
I hope we will be able to meet for an interview to discuss the position and my skills. Of course, feel free to call (303-229-8796) or e-mail (themayerfam@comcast.net).  
Thank you for your time and consideration.   
Very truly yours, 

Jan E. Mayer

















JAN E. MAYER
13366 Franklin St.
Thornton, CO.
(303)229-8796

 

SUMMARY OF QUALIFICATIONS

· STRONG, interpersonal communication with administrators and children.  Able to relate well with all grade levels and parents. 

· GOOD ORGANIZER, who knows the value of efficient planning and effective time management.

· COMPETENT, professional attention to detail, pride in generating quality performance and achievement.

PROFESSIONAL EXPERIENCE

4/14  to  Adams Twelve School District, Thornton, Colorado
Present   HR Employee Services Specialist-Educational Support Center (20 Hrs)
               Process new teachers and coaches, evaluate and process Step Increase/IHB requests, process
               Employee Action Forms. Update and track Coach spread sheets. Process new
               coaches. Salary placements and adjustments of teachers and coaches. 
4/14 to   HR Service Representative - Educational Support Center 
8/13       Greet, answer phones, answer questions regarding application status, and employment
              verifications. Data entry of evaluations of Classified,Certified, and Administrators. Retrieve and    
              file HR documents. Track all incoming licenses, transcripts, and benefits documents. Assist HR 
              Managers and Specialists as needed. Help facilitate the entry and maintenance of the HR File
              Scan Project.            
 9/07 to  Health Aide - Prairie Hills Elementary 
 8/13      Start & maintain health files, track immunization records, maintain all clinic records on IC.
              Assist office staff with phones, attendance, VSOFT, front desk, School Messenger, registrations,
              and other duties as needed. Back-up Payroll staff member. 
3/05 to   Substitute - Health Aide & Paraprofessional          
9/07       Substitute for Health Aides & Paras at various schools              

8/04 to   Rainbow Tree Preschool, Broomfield, Colorado
5/06       Preschool Teacher (part-time)
              Teach Preschool & Pre-K concepts/skills through storybook journaling, and hands on playing.

3/96 to   G.E. Capital, Barrington, Illinois
6/99       SR. Off Lease Processing Associate (part-time)
              Calculate Damages from vehicle condition reports.  Answer customer questions regarding
              damages and end of lease liabilities. Supervise, train, and schedule Temporaries.
3/95 to   Credit Investigator Associate  
3/96       Check applications for completeness & input into CICSAPPG System. Verify employment and
               salary when needed.  Run D&B’s as needed.  Process retail loan documents and execute 
               contracts. Run Drafts & wires.
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2/92 to   Sr. Sales Associate & Termination Representative
3/95       Advise potential customers about various lease programs available. Assist in training and
              scheduling new associates and temporaries. Answer calls from lessees, dealers, and financial
              institutions regarding leased vehicle account.  Calculate Kelly Blue Book wholesales and finance
              payments. Help train new associates.

4/90 to  C.T.I. Industries, Barrington, Illinois 
2/92       Key Accounts Representative/Hallmark Plus Rep.
              Service over 1,000 eastern accounts. (i.e. process orders, track orders, 
              check inventory, data entry) Clarify all invoice discrepancies.  Over see 
              various buying groups.

6/89 to  West Personnel Service, Schaumburg, IL 
4/90       Career Counselor (licensed with the State of IL Dept. of Labors) 
              Interview, test, and screen applicants for perspective companies. 
  
2/84 to  United States Fleet Leasing, San Mateo, California 
4/89       Account Representative
              Provide support to Eastern Sales Division to insure total satisfaction of over 250 Fortune 500
              accounts. Analyze customer’s fleet operation. Offer innovative services to cut costs.  Set up
              training for department.  Implemented the department dress code policy.  Interpret contacts,
              price out vehicles, and encourage fleet growth.                
              Expediter
              Expedite the pick-up of vehicles terminated from leasing.  Assigned vehicles to wholesalers.
              Provide month end reports to the Sales Mgr.
              Registration Administrator
             Data entry of vehicle & driver information.  Notarize documents.  Maintain customer files.
             Handle all aspects of vehicle registration/titling in accordance to the respectful state.

SKILLS and CERTIFICATES:

· School Office Experience (Infinite Campus, VSoft, School Messenger, Attendance, Adhocs, People
       Soft, Gmail, Payroll)
· Microsoft Office (Word, Excel, Publisher, PowerPoint)
· Para  Praxis Certificate  (3/23/06) (Scored 477/480)
· CPR & First Aid Certified 

EDUCATIONAL BACKGROUND

· Cañada College, Redwood City, California 
· Human Relations/Business Administration
· College of San Mateo, San Mateo, California
· Business Administration 
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SEMINARS/OTHER PROFESSIONAL DEVELOPMENT CLASSES ATTENDED
                 
· Para Praxis Classes
· Math and Science Ideas   
· Why Use Language Focused Curriculum   
· Enhancing Phonemic Awareness 
· Power Communication Skills
· Management Development & Training 
  	                     	


GROUPS AND AFFILIATIONS

2007-2012     Muejeres Con Libros- 
                      Started and facilitated this book club.

2002-2004     Served on the Board for NUMECC Preschool as a Parent Rep.-
                      Helped with budget and new registration process. 
 


















  
