				






INDUSTRY LINES
· Healthcare
· Pharmaceutical
· Dental
· Legal


TECHNICAL EXPERTISE
· MS Excel 2010
· MS Outlook 2010
· MS PowerPoint 2010
· MS Word 2010
· Glassdoor.com
· LinkedIn.com
· Apple / Mac Products
· Internet Explorer | Tools
· Social Media | LinkedIn
· Resume Mining
· Internet Company Research

EDUCATION 
University of Illinois   1990 
Chicago, IL 
Bachelor of Science - Biology			 
College of Pharmacy (2 years)

Minnesota Paralegal Institute   2004
Post-Baccalaureate, 
ABA-Approved Paralegal Certificate  
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Jolanta D. Swietkowski
2705 32nd Avenue N.E., Minneapolis, MN 5541
Cell: 612-281-6549 | Mobile Email: jolawswiet@msn.com
[bookmark: _GoBack]LinkedIn: www.linkedin.com/in/jolantaswietkowski
SUMMARY
Proactively seeking mid-level Human Resources recruitment support, HR generalist support, or Operations support role within an emerging or established company

	Desired position to include: HR recruiting administration/scheduling support for recruitment staff, ATS – Applicant Tracking Systems, pre-employment screening, candidate onboarding, resume sourcing, job postings, networking with passive/active candidates, HR compliance, HRIS metrics tracking, and communication liaison & project coordinator within full-life cycle recruiting process

PRINCIPLE AREAS OF PRACTICE
Career Coach, full cycle Recruiter and Branch Manager with a proven record in mentoring, coaching and staffing candidates from diverse populations and various industries. Extensive experience in business development, account management, talent acquisition and employee relations.
Well-versed in medical and pharmaceutical terminology.

TALENT ACQUISITION
· Ensured proper scheduling of staff and workflow procedures 
· Administered vocational assessment tests to applicants gauging their skill level 
· Conducted presentations at local companies and healthcare organizations to market agencies’ services 
· Prepared contracts and reports for client accounts including negotiation of rates
· Prepared accurate job descriptions to attract qualified nurses, nurses assistants and administrative personnel  
· Attended local and national company training camps to exchange ideas and meet regional and national directors

CAREER DEVELOPMENT | VOCATIONAL COUNSELING 
· Analyzed information from interviews, education and work history to assess clients’ abilities and skills
· Managed job development for injured workers from a variety of industries and socioeconomic groups by cold calling and consulting with prospective employers 
· Repeat success with obtaining appropriate job leads, matching client’s skills and resulting in permanent employment for displaced injured clients
· Coached clients to improve their job seeking, interviewing and resume writing skills
· Conduced labor market and compensation surveys 
· Prepared and maintained client case files, monthly and quarterly reports filed with attorneys, insurance adjusters and Qualified Rehabilitation Counselors

CUSTOMER SERVICE
· Used well-developed interpersonal and communication skills and knowledge of resources to provide an exceptional level of customer service
· Recognized for superior problem-solving and project management
· Effectively communicated with clients from various socioeconomic and multi-cultural backgrounds
· Presented accurate and timely information for clients 
· Performed after market assessment to ensure client satisfaction
· Matched candidates’ skills with Client Requisition Orders resulting in permanent or long term contract employment
	
STAFF MANAGEMENT
· Successfully managed multiple offices (2 different companies) sourcing and staffing healthcare professionals and clerical personnel (50 employees) for per diem and contract positions
· Directed human resources operations functions within the branch offices and for the contingent workforce
· Lead staff meetings to discuss weekly and monthly goals, business strategies, accomplishments and concerns
· Prepared and maintained client case files, monthly and quarterly reports filed with attorneys, insurance adjusters and Qualified Rehabilitation Counselors

PROFESSIONAL EXPERIENCE
Wedl Placement Services, Inc.       	Vocational Coach	                                                            2010-Present
	Caregiver                                                                                                                        			2008-2011
            	Dorsey & Whitney, LLP                		Legal Assistant                                                       	2006-2008
           	Fish & Richardson, P. A.               	 	Legal Assistant – Temporary contract                               	2005-2006
          	Nursefinders                                   	 	Branch Manager                                                     	2000-2003
          	Award Staffing                               		Staffing Manager/Recruiter                                   	1996-2000
          	Dimension Dental Laboratory        	Owner | Account Manager                                             	1990-1996
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