Jacquelyn Hill

5166 Mira Loma Circle • Colorado Springs • Colorado • 80918
480-241-1555 • Jacqueaz22@yahoo.com
OBJECTIVE

To join an interactive organization that offers me a constructive workplace for communicating and interacting with people. I am seeking a position where I can challenge my creativity and drive for success with the potential for growth and personal advancement.

VOLT

RECRUITER

8/12/2013- Present
· Finding the perfect candidates by meeting with hiring managers to understand their needs
· Utilized various sourcing techniques including advertising, internet resources, business contacts referrals, career fairs, cold calling, networking and direct recruiting. 
· Performing full cycle recruiting
· Negotiate candidate offers
· Write job descriptions and post position to job boards 
· Maintained contractor relationships to ensure retention with client and create account awareness
· Maintain the tracking system for all applicants and requisitions 
· Coached, prepared and worked with candidates throughout the entire screening and interview stages with client; responsible for direct feedback from client managers, offers and/or rejections
· Maintain relationships with candidates while they are going through the hiring process with Volt and while they are employed with us and also, once their contracts ended to ensure Volt had a stellar reputation within the Colorado Springs area  
ITT EXELIS
9/2010-05/2013
RECRUITER     
5/2012-5/2013                                                                                                    
· Worked as a high volume pipeline recruiter for the APS-5 KU contract in the Middle East and did full cycle recruiting
· Consulted with management on hiring initiatives, candidate resume review, and employee selection
· Sourced and screened qualified applicants, scheduled interviews, and managed applicant tracking process using Kenexa BrassRing
· Managed full life cycle recruiting process, guiding candidates and acting as a liaison from initial contact through to hire
· Collaborated with Talent Acquisition team to organize, plan, and attend career fairs and hiring events
· Participated in Phase-ins for stateside contracts.  Went to the location and transitioned the new contract to our company
· Utilized the Electronic I-9 solution system
· Responsible for sourcing, interviewing and on-boarding IT professionals ; stateside point of contact for new hire inquires and complaints
· Scheduled, organized and processed background checks, security clearances, drug testing, medical and dental exams, country visas, passports and provided credential verification (8570 compliance)
RECRUITING COORDINATOR (ITT Exelis Continued)                                                          
09/10-05/2012
· Coordinating travel for candidates going overseas while following government protocol for civilians traveling with the military
· Obtained a Secret Clearance for government operated programs
· Dealt with high level military and ex military personnel on a daily basis
· Managed invoices that related to all recruiting expenses
· Dealt with candidates and their personal information to get Letters of Authority so they can receive their CAC cards which enable them to access areas of the base
· Obtained my Secret clearance
· Sourced through potential candidates and assisted in the recruiting process
CTI Inks (Office Team), Colorado Springs, CO

INTERNAL RECRUITER (Contract Position)                                           
07/10-09/10
· Responsible for finding creative ways to find a candidate that would fit the job description
· Sourced resumes and preformed initial phone interviews 
· Direct communication with the VP of Sales to come up with creative ideas that would separate the strong from the weak candidates
Walgreen’s (Aerotek)
RECRUITER AND ON-SITE PRODUCTION SUPERVISOR (Contract Position) 
03/09-11/09
· Placed more than 600 people for Walgreen’s pharmacy POWER project positions
· Interviewed internal candidates and external candidates
· Was brought back to manage other contract employees
· Handled payroll, scheduling, communication, recommendations and discipline  

Bizcard.com
MARKETING COMMUNICATION COORDINATOR AND OFFICE MANAGER
03/08-03/09
· Manage live chat, phone and email support
· Coordinate with brand manager to maintain internal communication
· Assist brand manager with developing marketing and communications strategy
· Create graphic design for layouts for future products - Over 5,000 products designed during term of employment                 
· Sold and upgraded products to new and older clients
· Worked as a collaborative effort to promote a new brand and come up with new marketing and advertising strategies 
Chill Factor Clothing, Tempe, AZ

INTERNSHIP EXPERIENCE/HEAD RECRUITER/HEAD INTERN                                              
Spring Semester 2008

· Research candidates for potential ownership partnerships
· Manage the duties and meetings of the other interns by delegating responsibilities and setting deadlines for projects such as number of interns needed for next semester that met criteria

Popular Outdoor Sports, Phoenix, AZ

ASSISTANT MANAGER 
2002-2005
· Set priorities and assign responsibilities to staff such as store set up and customer care.
· Developed strong management skills by completing schedules and taking responsibility for employee discipline such as: tardiness or absences, employee or customer relations.  
· Hired and trained 8 new employees 
· Maintained one of the highest profiting stores in Arizona 
EDUCATION

Arizona State University, Tempe, AZ                                              

Bachelor of Interdisciplinary Studies                                                
Mass Communication and Sociology

             
Graduated in the spring of 2008

VOLUNTEER EXPERIENCE
TAPPS/Exelis

2012-2013

· I would volunteer and go to the military bases in Colorado Springs, CO and work with transitioning soldiers and help them prepare for the civilian world
· I would do mock interviews, resume reviews, employment advice

· All of the volunteers would sit at a panel at the end of the seminar and I would answer any general questions the soldiers may have
Serenity Springs Wildlife Center                                                                         
2010
· Cared for the cats, including tiger kittens
· Assisted in tours and handling guest at the sanctuary 

Volunteer- Dream Power, Colorado Springs, CO

                 
     
1998-2004
· Care for animals that were abandoned and then once rehabilitated, take them to adoption fairs 
· Assist with animal training 

