Valerie Jane Barrett, PRC, CIR [image: image1.jpg]AIRS CIR





vjkabarrett@aol.com
303.886.6176

Summary

Experienced Recruiter/HR Professional with a proven track record of success in the delivery of qualified candidates in a variety of verticals including Information Technology, Financial, Engineering, Health Care, Sales, Legal, Executive, and Administrative/Clerical roles. Some of my strengths and experience include:
· A high level of perseverance and resourcefulness 

· Excellent interpersonal, communication, and leadership skills

· Adept at building loyal, long-term business relationships based on trust and respect

· A solid reputation of credibility, integrity, commitment, and dedication
· 8 Years of Agency Staffing experience
· 12 years Corporate Recruiting experience

· Experience with recruiting both Exempt and Non-Exempt Candidates

· Full Cycle Recruiting
· High Volume Recruiting
· Passive Recruiting via Cold Calling, Linked-In Searches, Internet Searches, and Referrals 
· Experience with H1B Visa/Sponsorship/GC processes

· Career Fairs 
· College Recruiting
· Development and Implementation of Sourcing Strategies       

· Building and Maintenance of Talent Pipelines 

· Interfaced and Conducted Discovery Calls with Clients

· Managed On-Boarding Processes via Coordinating Drug Screening and Conducting Background Checks
· Training 
· Human Resource Administration
· New Hire Orientation
· Benefits Administration

· Open Enrollment

· Contract Management

· Experience recruiting nationwide from an onsite as well as a virtual environment
Employment History
9/2011 – 8/2014       Black Knight Financial Services Inc. 
                                    Technology, Data & Analytics Division
                                    (Formerly LPS, Inc.)                                                                 

                                                                                                    Westminster, CO

Financial Services Industry
Sr. Corporate Recruiter       
· Partner with management nationwide on qualifying requisitions and developing a unique recruitment strategy for each business unit. 

· Recruit, source, screen and interview candidates for IT, Executive, Legal, Financial, Administrative, and Intern positions throughout the US
· Create job descriptions
· Post positions to job boards
· Attend career fairs and conduct company job fairs

· Recruit passive candidates via cold calling, linked-in searches, internet searches, and referrals 

· Schedule interviews for management and candidates 

· Present and negotiate offers to candidates

· Track applicants through ATS

· Track metrics and create best practices for recruiting
6/2011 – 9/2011    Stivers Staffing Services, Inc.               Denver, CO
· Various Contract Assignments
5/2008- 6/2011       Swanson Rink, Inc.                               Denver, CO
MEP Engineering Consulting Firm
Corporate Recruiter/Human Resources Representative
· Development of a corporate recruiting strategy

· All corporate recruiting including; Executive, Professional, Engineering, Technical and Administrative and In House and remote Temporary staff

· Corporate policy writing

· Job Descriptions

· Corporate Car Leases

· Employee Relations including; grievances and counseling

· Employee Events

· Employee/Manager Development and Training

· New Employee Orientation

· Benefits Administration/Open Enrollment
· Corporate Sustainability initiatives
9/2007– 5/2008            Allen & Allen, Inc. 
                     Denver, CO
Provider of Home Health Care Services

Director of Employee Relations

· Responsible for creation, development and management of Recruiting Department

· Increased recruiting efforts by over 100%

· Increased employee retention by 43%

· Developed and Implemented an ongoing training program

· Participate in Job Fairs and all Industry related Trade Shows

· Supervision of 200+ field employees

· Supervision of Recruiters, Schedulers and Office Administrative Staff

· New Employee Orientation and Training
· Benefits Administration/Open Enrollment
· Unemployment and Worker’s Compensation

· Employee Grievances and Counseling

· Creation and updating of HR and Training Materials

· All recruitment strategies

· Outside Sales with Marketing Director to increase Sales and Recruitment

· Performance reviews and wage increases

· Input and tracking of all employees to insure compliance with attendance, training, testing, insurance and licensing requirements.

· New employee data and updates into ADP

· Publish Monthly Employee Newsletter

· Plan and execute Quarterly Meeting for 200+ employees
10/1999 – 3/2007       Stivers Staffing Services, Inc.
Denver, CO
Full Service Staffing Company 

Recruitment Specialist * Staff Supervisor * Sr. Placement Coordinator

· Recruiting and staffing for a diverse group of clients

· Interviewing, skills evaluation and reference checking

· Heavy sales and negotiating

· Maintenance of Web Site

· Advertising

· Daily/Weekly Reports

· Unemployment/Worker’s Compensation

· Career Counseling

· Collections

· Supervision of Placement Coordinators and Recruiters

7/1994 – 9/1999           Convergent Group                     Englewood, CO
International AM/FM GIS Software Integration Consulting Firm

Corporate Recruiter/Human Resources Representative
· Responsible for all technical and administrative recruiting
· Global recruiting
· National and international employee relocations

· Manage all technical and administrative training

· Manage corporate housing

· Manage corporate car leases

· Contract Management/n\Negotiation
· Benefits Administration
· Travel coordination
Additional Skills and Abilities

· Extensive experience in staff development: full cycle recruiting, interviewing, hiring, offers, retention, sales, national/international relocation, training, motivating. Supervising, coordinating diverse groups, identifying individual abilities, team building

· Strong skills in human resource administration: implementing personnel policies, developing job descriptions, new employee orientations, EEO/ADA/OFCCP compliance, grievance procedures, Worker’s compensation, performance evaluations, salary reviews, benefits administration, employee assistance programs

· Thorough experience in Human Resources administration: implementing salary/grade changes, employment verification, reference checking, maintaining HRIS/resume tracking system, benefits negotiation and administration

· Solid skills in office management: vendor relations, contract negotiations, budgeting, cost containment, purchasing, monitoring workflow, organizing schedules, coordinating special events, contract compliance

· Sound organizational skills: scheduling, planning, expediting, setting priorities, managing multiple tasks, meeting deadlines

· Software skills include: Taleo, Oracle, Word, Excel, Outlook, ADP HRIS, Gold Mine, Temp-Trax,  and various industry related software platforms
· Outstanding client service, sales and negotiating skills

· Excellent communication skills; proven interpersonal skills

· Internally motivated to succeed!
Training/Certifications
· AIRS Certified Internet Recruiter 
· AIRS Professional Recruiter Certification
· PHR – in process
· Interviewing Skills for the HR Professional – AMA

· Business Writing Workshop – AMA

· Basic Supervision – AMA

· Employment Law Updates – Holmes Roberts & Owen

· MS Word/Excel/Outlook – ExecuTrain

· Various Human Resource and Recruiting Related Webinars
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