JACLYN L. JACKSON

14081 St Paul St
Thornton, CO 80602
(303)888-1695
JaclynJ@gmail.com
PROFESSIONAL EXPERIENCE

NEON, Boulder, CO June 2013-Present
Recruiting Assistant/ HR

* Assist and coordinate recruiting activities in support of day-to-day recruiting functions.
* Post job requisitions to NEON website and other external job sites.
* Set up/schedule interviews and make travel arrangements for potential candidates.

* Set up/ schedule remote interviews using Go To meeting and Web Ex
* Conduct reference checks as needed for candidates offered employment.
* Assist with writing and distributing offer letters to candidates.

* Assist with closing requisitions for jobs in the ADP HRB recruiting portal.

* Assist with preparation for and attendance at career fairs.

* Process candidate travel expense reimbursements.

* Comply with the Human Resources confidentiality policy and procedures.
* Co-lead special projects for Human Resource Department  

* Built process improvement plans for the recruiting department 

* Performed special projects and reporting
NCAR/ACD, Boulder, CO January 2007- June 2013
Administrative Assistant III
* Provided administrative support for the Atmospheric Chemistry Division.
* Worked closely with staff in their initiation, completion and submission of proposals for

 funding.
* Supported Principal Investigators in grant and contract management by tracking reporting, record keeping, database and file management, and account closures.

*Coordinated and provides reconciliation support of aging, monthly and year-end accounting 
 reporting.

*Provided support for colloquia, scientific seminars, conferences and workshops including budget development, travel coordination, registration, scheduling, logistics, and presentation support.
*Performed data entry and reporting in databases, including but not limited to updating profile 
information.

*Distributed mail.
* Ordered office supplies for division.
* Contributed to the maintenance of the ACD filing systems, both paper and computer files.
* Coordinated the administration of the publication process including submission and approval tracking, payments, database data entry and reporting, and web postings.  
* Prepared meeting materials.
* Composed documents and other correspondence for own and others’ signatures.
* Made complex travel arrangements for research staff and visitors – both domestic and international.
* Prepared checks requests and purchase requisitions.
MIRACLE SERVICES, Denver, CO January 2005- January 2007
Office Manager/Administrative Assistant

* Managed office operations: payroll, scheduled appointments, marketing, answered phones, day-to-day client service.  

* Entered and updated invoices and client information in Camelot computer system.

* Handled payroll each week issuing checks through QuickBooks.
* Created brochures, flyers, postcards, and marketing materials in Microsoft Publisher and Microsoft Word.

* Tracked the return on investment for marketing materials.

* Superior telephone, customer service and computer skills, with proficiency in Microsoft Word and Microsoft Excel. 

* Helped update and maintain the company’s website.

SKILLS

* Advanced skills in PC applications including Microsoft Word, Excel, PowerPoint; electronic mail, general database and working in a networked computing environment
* Skill in data entry, report specifications, data quality control and data analysis
* Skill in maintaining complex filing systems

* Ability to multi-task and prioritize tasks

* Knowledge of travel logistics, planning and procedures

* Ability to handle confidential personnel and budget information reliably
* Ability to meet deadlines 

* Excellent interpersonal, oral and written communication skills

* Ability to work as a team 

* Excellent customer service

* Willing to think outside the box

EDUCATION
THE ART INSTITUTE OF PITTSBURGH, online division
Digital Design Diploma, 2010
COLORADO STATE UNIVERSITY, Fort Collins, CO

Bachelors of Science in Zoology, 2003

