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Professional Summary
I am a highly effective professional with more than 7 years of experience building teams of IT professionals seeking contract, contract to hire and full time positions. I also have 7 years working in Sales and Marketing. I have a proven track record of increasing organizational efficiency and effectiveness.  I possess excellent communication, leadership, analytical and problem solving skills with a strong focus on client satisfaction.  

Employment History
Technology Project Group – Wayzata, MN

12/07 – Present
Recruiting Manager

· Responsibilities include recruitment and sourcing of IT Professionals for Fortune 1000 clients in MN and across the nation.
· Managing Timekeeping, Bi Weekly Payroll and Human Resources related functions for our employees.
· Recruiting/Sourcing specific to the technology industry, including but not limited to Mobil Application Development, C#, .NET, Java, Web Services, SQL Server, Oracle, PeopleSoft, SAP, Cisco, Microsoft, Network Engineering, Technical Support, Business Analysis, Project Management, Product Management, IT MIS Management, SharePoint Development, Technical Trainers and Writers, all levels of the IT / Business functions.

S.M.A.R.T. Group Consulting – Chanhassen, MN                                          

   


6/07 – 8/07   



5/07 – 8/07








 

 5/07-8/07

Office Manager / Recruiter
· Office management for a start up company dealing with the mortgage and banking industries.
· Recruiting for Mortgage Brokers
· Prepared and managed a data base of Minnesota Banks and Mortgage Brokers.
· Coordinated phone installation and computer set-up for new employees.
· Ordered and maintained office supplies.
Curry Sales – Hopkins, MN
   


1999-2007


Sales/Marketing Assistant

· Inside Sales and Marketing for a Manufacturing Representative Firm.
· Assisted at sales appointments in Minneapolis, Wisconsin, Georgia and NY Domestics Market.
· Continual detailed coordination and follow-up for seven vendor account managers on product forecasting, fulfillment of purchase orders both domestic and international.
Heartland America – Chanhassen, MN


1994-1998

Advertising/Marketing Coordinator

· Coordinated the pagination of a monthly direct mail catalog.

· Wrote copy and Proofread existing copy.

· Updated the database with recent sales history and future sales forecasts.
Wayneco Enterprises/Jostens – Eden Prairie, MN
1993-1994

Customer Service

· Inside Sales and Customer service to college alumni.

· Expedited solutions to problems with billing, watch repair and shipment.

· Supported operations as receptionist and computer analyst.

American National Can – St. Louis Park, MN

1989-1992


Sales Coordinator

· Inside Sales and Marketing for the packaging industry.

· Generated reproduction orders for items needing new graphics for accounts such as Nestle, 3M and Pearson’s Candy.
· Coordinated graphics, materials, production and shipping for nine sales representatives.
Paragon Cable TV – Minneapolis, MN
1987-1989

Lead Customer Service
· Supervised a team of 7 Customer Service Representatives
· Trained on new sales campaigns and computer software
· Monitored customer service calls for optimum customer satisfaction
Salkin and Linoff - St. Louis Park, MN
1984-1987

Buyers Assistant

· Insured overseas deliveries
· Managed Warehouse and Store Inventories
· Prepared company newsletter about upcoming fashions
Education
Bachelor’s Degree in Communications/Journalism from the University of Minnesota - Duluth
Software Knowledge
Microsoft Word, Excel, Outlook, SharePoint, PowerPoint, Monster, Dice, Career Builder, Facebook, Twitter, Craigslist, LinkedIn and various Vendor Management Systems including PeopleClick/Fluent, Brassring and Fieldglass.
