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303-525-8921
PROFESSIONAL EXPERIENCE

Quiznos








March 2014 – August 2014
Operations Specialist

· Support the Operations, Development and Franchising functions of the organization, including the management team for training, meetings, travel, expenses and FO communication. 
· Responsible for other initiatives within the company as needed or directed such as default letters, corporate rollouts, large meetings, etc. 
· Direct report to the COO/CDO. 
Seagate Technology (contractor)





January 2012 – June 2013
Full Life Cycle Recruiter
· Responsible for the full life cycle recruitment process to include writing job descriptions, interviewing, compensation analysis, offer negotiation, on-boarding and more for the Colorado engineering product design center.  Disciplines include Hard Disk Drive (HDD) design and development, Solid State Drives (SSD), Firmware, Supplier Quality, IT, Product/Project Management, and other functional teams (Sales, Finance, Customer Advocacy, and Supply Chain).   
· Assisted with the development of Seagate’s intern, new college grad and entry level hire programs for the Colorado engineering product design center.  
· Conduct weekly orientation for new hires, process all paperwork and I9s.
· Liaise with Colorado School of Mines, University of Colorado – Boulder, and Colorado State University to build ongoing partnerships and conduct mentor sessions.  
· Partner with third party vendors to hire contractors to support the pilot line and labs.
Kenexa
 an IBM Company





October 2004 – December 2011
Onsite Project Coordinator at United Launch Alliance from June 2007 to December 2011

· Support hiring managers across the organization to achieve staffing goals
· Use metrics and reporting tools to better manage daily activities.

· Own the reporting process for internal/external reporting process to include monthly reports and EEO/AAP compliance reports.

· Responsible for scheduling interviews, coordinating external candidate travel, processing expense reports for external candidate travel.

· Initiate and oversee background check.  Manage all variances and work closely with Human Resource Business partners for risk mitigation.

· Responsible for extending offers, generating offer letters, scheduled start date, and new hire paperwork.
· Manage the pre-employment drug screening process.
· Partner with ULA’s relocation vendor (SIRVA) to provide a seamless transition for new hires who relocate.
· Maintain SharePoint site for Intern and Recent College Graduate program.
· Comply with laws and regulations for the Office of Federal Contract Compliance Programs (OFCCP).
· Train hiring managers on how to use Kenexa software and answer ongoing “how to” and technical questions.
· Maintain sensitive and confidential data. Position continually requires demonstrated poise, tact and diplomacy. 

Project Coordinator for United States Department of Agriculture from July 2006 – June 2007
· Processes all aspects of the candidate sourcing process by serving as database administrator and liaison between recruiters, project directors, candidates, and clients.

· Post new requisitions in the Applicant Tracking System and industry job boards as appropriate.

· Interacts with Recruiters, Candidates, and Hiring Managers to schedule interviews using in a timely manner

· Manages database with all candidate submission data and creates and manages databases and spreadsheets to track and monitor project goals and metrics.

· Develop and disseminate daily, weekly and monthly communications to team and client audiences related to overall project progress, milestones and challenges

· Create and manage daily, weekly and monthly reports to internal and external audiences around project progress.

· Serve as internal project communications lead between project leadership and recruiting staff, ensuring that project team is informed of project goals, process flow and other information necessary to enable successful recruiting and meet client goals.
Executive Administrative Assistant from October 2004 – July 2006
· Support Sales team by building, revising and delivering proposals and sales materials.
· Create agendas, plan meetings, and assist with travel itineraries and processed expenses and contracts.
· Assisted with the hiring process of new employees.
· Provided general information and support to customer and employees.
SKILLS

· Microsoft Office to include Word, Excel, PowerPoint, Outlook, and SharePoint
· Kenexa 2X Recruit, Kenexa Recruiter, and Dashboard.
· Experience with Salesforce.
· Excellent customer service and interpersonal skills.

· Highly organized and efficient.

· Innovative and creative thinking.

· Strong work ethic – very dependable and trustworthy.

· Build strong relationships with internal and external clients/customers.

· Leadership and management skills.  

EDUCATION

University of Nebraska-Lincoln
Business Administration
Southeast Community College
Associates Degree in Science

