Stephanie Matteson

612-751-4494 s.matteson15@gmail.com
Profile

Professional recruiter experienced in industrial





















































































































 labor and clerical staffing with a diverse work history of many transferable skills to meet your needs in a human resource and recruiting position. Knowledgeable in the process of Unemployment Claims and Work Comp claims.  Ability to complete and present employees on boarding paperwork and benefits. I enjoy working with others as a team, but can be relied upon to be self-motivated and work independently.  Committed to excellence and company goals.

Highlights of Qualifications 

· 8 years of Temporary Staffing and recruiting experience
· Experience in office/administrative, call center customer service experience in both agent and leadership rolls

· Highly organized and able to work to meet strict deadlines

· Effective and efficient with all Microsoft applications, PBX Switchboard and other office equipment

· Ability to communicate effectively with all employees of an organization written and verbally

· Knowledge and experience with benefit packages including Health, 401k and vacation

· I have the ability to learn quickly and retain information to provide quality work

Work History 
05/2013 – 06/2014

THE RIGHT STAFF



Maple Grove, MN
Recruiter Specialist 

· Professionally sourcing and staffing for Accounting, Mortgage Reviewers, Customer Service and many other highly skilled clerical positions to meet the needs of client’s requirements.
· Experienced in placing skilled industrial positions: Mechanical/Electrical Assembly, CNC and Machinist and volume entry level light industrial. 
· Conduct candidate interviews based on behaviors and skills  
· Complete reference calls and set up any client required background checks or drug screens

· Complete new hire employee orientation of company’s benefits, policy and procedure with new employees

· Maintain employee files with documentation 
· Meet with clients regarding client’s opening and schedule temporary employee for work 

· Successful in staffing short term/long term, Temp to hire and direct hire placements

· Post jobs on various web-sites for candidate recruiting
· Work with candidates on any performance or quality issue to improve client satisfaction
07/2010 – 05/2013

Nexpro Personnel



St. Louis Park, MN

Client Service Representative

· Review resumes received and select candidates that match necessary requirements

· Schedule, conduct interviews and complete employee files.  
· E-verify and BCA all candidates
· Review policy and procedure with new employees
· Work with clients regarding client’s opening and schedule temporary employee for work
· Responsible for all front office administrative functions 

· Ensure forms and other office supplies are always ready and available
· Post jobs on various web-sites for candidate recruiting

01/10 – 06/2010 

Talent Link 




Minneapolis, MN

Field Recruiter (Temp Assignment with Direct Source)

· Screen field technician for skills 

· Post job openings in select area to recruit candidates

· Schedule technicians for field work at Tier 1 retailer throughout the US
05/2006 – 11/2009

Cambridge Tempositions


Cedar Rapids, IA

Account Manager

· Maintain contact with 30 – 35 employers per week with at least 15 actively submitting hours  

· Interview 15 – 20 applicants a week to fill job orders based on skills, backgrounds and references to ensure client’s needs are met  

· Collect and review weekly time cards for accuracy for payroll 

· Manage unemployment claims 3 locations, have a 95% success rate saving the company approximately $60,000 - $70,000 yearly 

· Manage all Work Compensation claims for 3 offices, work with insurance carrier to ensure injuries are being handled in the best interest of the business 

· Work with community agency to help those in need of employment

· Attend and work job fairs to recruit talent and network with other local businesses

· Inside and outside sales for new business and customer retention

09/2004 – 11/2005

Wellmark Blue Cross/Blue Shield

Cedar Rapids, IA

04/2003 – 09/2004

Diversified Investment Advisors

Cedar Rapids, IA

Customer Service Representative

· Assist members with questions relating to the industry i.e., 401k investments or health insurance (series 63 certified while at Diversified Investment)
· Write Correspondence letters to member to follow up on more complex questions

· Created several quick guide answer programs to assist all peers with answering questions more efficiently and accurately, which provided more consistencies to members

09/1997 – 12/2002

US Cellular




Marion, IA

Resource Planning Supervisor

· Maintain proper HR practices, including performance feedback reviews, monthly 1x1, corrective actions and development plans for success

· Analyze information and provide guidance in regards to staffing needs to ensure call center was able to meet company goals

· Provide daily, weekly and monthly reports on call center performance 

· Conduct team staffing meetings to ensure employees were kept up to date with current business objectives and goals

· Created a positive work environment to ensure quality/quantity of work was being performed efficiently and accurately

Business Training

Leadership Development Workshop

EEO Training

The Leader in Each of Us

Quality Centered Service

Communication in a Service Environment

Performance Based Interviewing

Value Working Styles

Nortel Max Administrator 

TCS Scheduling Software

Mosaix Outbound Dialing Software 

