Jean M. Limbacher		Resume, Page 3
Jean M. Limbacher
Parker, Colorado
(720) 882-5532 │ jean.limbacher@gmail.com

HUMAN RESOURCES PROFESSIONAL
Recruiter | Generalist | HR Administration

Trusted and respected human resources professional with more than 10 years of experience in a variety of human resources and full cycle recruiting roles.  Specifically skilled in sourcing and recruiting top talent, providing subject matter expertise on personnel policies and procedures, and matching ideal candidates to business specifications.  A natural leader known for strong communication skills, the ability to handle a large volume of job requisitions and keen ability to consistently exceed expectations.  Areas of expertise include:

	· Sourcing & Full Cycle Recruiting
· Applicant Tracking Systems
· Employee Benefit Programs
	· Onboarding 
· Industry Networking
· Payroll Administration
	· Reference & Background Checks
· HR Policies and Procedures
· Employee Engagement and Retention



Professional Experience
Various contracting positions in Recruiting/HR Adm.		                                                                      2013 to present

TO THE RESCUE, Parker, CO                                                                                                                                    2013 to present
Respite Caregiver
· Responsible for respite caregiving in the homes of numerous patient. Responsible for feeding and dressing them, taking them on errands.
· Patients include but not limited to Rhetts, Cerebal Palsy and Downs Syndrome. Their ages range from 11 years old to 91 years old.
[bookmark: _GoBack]CITY OF AURORA, Aurora, CO                                                                                                                             2013 
Human Resources Assistant
· Researched and tracked candidates using One Solution applicant tracking system.
· Prepared required documents including House Hold Report and State of Colorado Report.
· Prepared and maintained personnel files, conducted background checks using E-Verify and responded to employment verification requests.

MONEYGRAM, Denver, CO	                   2013
Recruiter
· Conducted high-volume full cycle recruiting for Italian, French and German speaking call center 
customer service representatives.
· Managed candidate data in applicant tracking system and coordinated onboarding.

RAYTHEON POLAR SERVICES, Centennial, CO            	2011 to 2012
Recruiter
· Managed up to 30 job orders for positions in Antarctica including Building Inspector, Heavy Equipment Mechanics, Carpenters, Physical Therapists, Age Mechanics and Disbursing Specialists, and positions in Operations, Science Support and Logistics.
· Screened and selected candidates in alignment with client job profiles and workforce forecasts.
· Tracked candidates using Brassring applicant tracking system.
· Maintained candidate pipeline through constant networking and leveraging CareerBuilder.com and Monster.com.

ITT MISSION SYSTEMS, Colorado Springs, CO             	2011
Recruiter / Sourcer
· Recruited more than 206 candidates from the Middle East for IT and engineering positions including Active Directory and Exchange System Engineers, Network and Systems Administrators, VOIP, ADPE and Satellite Technicians, and Database Administrators.
· Continually networked to maintain candidate pipeline; managed candidate data using Kenexa and Brassring applicant tracking systems and utilized Boolean method for applicant searches.

ETI PROFESSIONALS INC., Lakewood, CO                                           	2010
Human Resources Representative
· Provided human resources support to over 500 employees in five branches. 

Human Resources Representative continued…

· Improved and coordinated annual open benefit enrollment. 
· Successfully made suggestions to helping open enrollment go smoother
· Conducted employee appreciate events to improve employee engagement and retention.
· Served as primary resource for employees and managers for questions and guidance on new hire paperwork and orientations, benefits, open enrollment, FMLA, unemployment, 401K, and employee travel 
and relocation programs.
· Audited new hire onboarding paperwork for all employees, including I-9’s and W-4’s. 

HOME REAL ESTATE / KELLER WILLIAMS, Centennial, Co	2004 to 2010
Real Estate Agent 

· Achieved 100% client satisfaction by effectively negotiating successful real estate transactions for 
buyers and sellers.

PITNEY BOWES GOVERNMENT SOLUTIONS, Aurora, CO                             	2002 to 2004
HR Generalist / Administrator / Recruiter
· Sourced candidates, screened, hired, conducted new hire orientations and completed onboarding paperwork, conducted reference and background checks and coordinated drug screenings.
· Maintained payroll records for more than 120 employees using the Kronos system.
· Interpreted and communicated human resources policies and procedures for management and staff.
· Provided guidance, advice and support to supervisors on progressive discipline, disciplinary 
actions and terminations.
· Coordinated employee incentive and retention strategies, oversaw benefits administration, 401K, workmen’s compensation, unemployment hearings and ensured compliance with COBRA and FMLA regulation.
· Participated in a 2 month major hiring project in Kansas City, Kansas for warehouse positions; screened, interviewed, and referred over 200 candidates to hiring manager.

VARIOUS CONTRACT POSITIONS IN RECRUITING                                              	2000 to 2002


Education & Training


Bachelor of Arts in Dietetics
University of Northern Colorado, Greeley, CO

Mountain States Employers Counsel Denver, CO
I-9 Compliance, Fundamentals of Onboarding Orientations, Principals of FMLA


 Community Leadership

Volunteer, Information Desk Clerk, Parker Adventist Hospital, Parker, CO
Volunteer, Administrative Assistant, Arapahoe Human Services, Aurora, CO
Volunteer, Office Assistant, Project Angel Heart, Denver, CO
