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Career Summary
Results-oriented, self-motivated Human Resources professional recruiter with 16 years hands-on experience. Possess a proven track record of delivering top talent to organizations through developed networks and diverse credentials on a national level. Sources, screens and interviews through development and implementation of successful recruiting strategies and interviewing practices.
Education
Regis University, College for Professional Studies, Denver, CO           



Bachelor of Science in Organizational Development






Double Minor in Communications and Human Resources




Fall 2015
Combined Bachelor and Master Program

Masters of Non-Profit Management 






Spring 2017
Professional Experience

DCP Midstream









June 2014 – January 2015 

Talent Acquisition Specialist II / (Contract TA Specialist I from June 2014-Sept 2014)
· Developed and implemented strategic initiatives for recruiting diverse talent in a multi-site organization. 
· Searched for candidates using advanced sourcing techniques and resources. Developed new candidate sources, including networks, referrals and outreach programs. 
· Conducted phone screens with candidates to develop a top qualified list using behavioral interviewing techniques and other methods and tools. 
· Negotiated and extended internal and external job offers to candidates following internal policies and practices.
· Facilitated kick-off hiring manager meetings and follow up discussions to ensure effectiveness of recruiting plans and implementation.

· Developed job advertisements, coordinated job fairs and conducted client research interviews with organizations, associations, institutions and websites to source new talent.

· Tracked hiring results on designated recruiting events, job postings and weekly reports.
· Utilized and ensured all candidate data was updated through an ATS (Applicant Tracking System).

Notable Accomplishment:  Hired 117 employees in first 6 months of joining company.
Gonzales Consulting Services, Inc.







February 2012 – May 2014
Corporate Recruiter
· Managed full cycle national recruiting for executive, professional, technical, contract and corporate resources to meet the various staffing goals across the United States.
· Developed recruitment strategies for government contracts and recruited talent for awarded contracts.

· Assigned work load, analyzed staffing requirements and directed the recruitment process for contract recruiters.
· Collaborated with hiring managers to develop recruiting initiatives for each contract.

· Built applicant resources by researching and contacting community services, colleges, employment agencies, recruiters, and media and internet sites; providing organization information, opportunities, and benefits; made presentations and maintained rapport.
· Aligned responsibilities with the hiring process beginning with screening applicants and interviewing potential hires, followed by making recommendations, writing offer letters and conducting reference checks.
Notable Accomplishment:  Reduced recruiting advertising expenses 99.97% from 2011 to 2013. Maintain a low employee turnover rate of 3% in 2012 and 4% in 2013. 
Shamrock Foods Company, Commerce City, CO





October 2010 – February 2012
Human Resources Specialist
· Responsible for working with corporate office to coordinate interviews and pre-employment testing and complete on-boarding of all new associates.

· Revamped the new hire orientation and developed a manager orientation program.

· Designed a 30 day survey for new associates to gauge the current process. 
· Supported with employee relations on a daily basis. 
· Calculated and managed the overtime hours report presented to executive leadership. 
· Filed responses with TALX for unemployment claims, assisted with the FMLA and Worker's Compensation claims

· Educate associates about benefits and wellness program through presentations.

Notable Accomplishments: Redesigned the orientation program. Developed a Manager’s human resources onboarding manual. Designed, tracked and presented overtime for all non-exempt staff for executive leadership team.

Brighton School District 27J




 
               
 
November 2008 – May 2010
Human Resources, Substitute Coordinator
· Hired 262 substitutes (teachers, paraprofessionals and custodians) within 16 months. 

· Ensured daily absences were filled for each site within the school district while holding a 98% fill rate. Filled long-term substitute needs covering for maternity, medical or termination type leaves.  

· Mediated and managed all discipline issues with school principals, secretaries and substitutes. 

· Designed and fully executed the new hire orientation and recognition program. 

· Trained and supported school secretaries and substitutes on the SubFinder System. 
· Processed new hire paperwork, completed background investigations and entered data for all new substitutes into the HRIS and SubFinder System. 
· Produced and electronically distributed a quarterly substitute newsletter to substitutes.
· Designed a Zoomerang survey for substitutes to define challenges, issues, etc. as a substitute which helped increase the future for substitutes. 
· Performed year end rollover with CRS for the SubFinder System. 
· Audited and entered all certified teachers licensure status, degrees and endorsements into the SubFinder System.
· Formed the Northern Colorado Substitute Coordinator Quarterly District Meeting. 

Notable Accomplishment:  Retained an average of 97% daily fill rate which increased the daily fill rate by 6% during 2008-2009 and 4% daily fill rate in 2009-2010. Placed 21% of temporary substitutes into full-time positions in 2009.
White Wave Foods Company







March 2005 – June 2008
Human Resources Program Coordinator
· Managed employee relocation and visa/immigration programs. 
· Directed new hire orientation to include cross-functional exposure throughout first 60 days. 
· Managed ancillary benefits offered to employees. 
· Processed all new hire paperwork including entering new hires into Form I9 database.
· Compiled and submitted the Affirmative Action plan year reports for all company locations.
Notable Accomplishment:  Completed a company-wide audit on all farm employee I-9 files to ensure 100% compliance.

Executive Assistant to Senior Vice President of Human Resources and to Vice President of Organizational Development 
· Managed the calendar and inbox for the SVP and VP of Human Resources. Coordinated travel via corporate travel agency including: air, hotel, car, etc. 

· Fully executed event planning for on/off site meetings. Coordinated employee training programs internally and worked with external consultants on programs offered.

Notable Accomplishment:  Completely facilitated company-wide mandatory training courses which decreased training expenses by 90% in the first year.

Human Resources Recruitment Coordinator 
· Facilitated manager meetings to determine hiring needs.

· Conducted phone screens and interviews with potential contract-to-hires. 

· Collaborated and designed the new hire orientation program.

· Supported the transferees through the relocation process. 

Notable Accomplishment:  Hired 89 contract-to-hire employees in one year for a variety of positions with only a 5% turnover rate.
Affiliations and Certifications

· ASTD Member (American Society for Training & Development), member since 2012

· Colorado State Notary Public: Expired 2/25/2013

· Toastmasters Charter Member from 2006-2008

Training

MSEC (Mountain States Employers Council), Denver, CO

· Recruiting: The Strategy and the Tactics, 2012

· New Developments in Pre-Employment Screening, 2012

Recruiting Trends, Online
· Webinar: Recruiting Social: Maximizing Mobile, 2012
· Recruiting Social: An Integrated Strategy, Recruiting Today with an Eye on Tomorrow’s Trends

Monster, Online
· Tips and Tricks for Writing Effective Job Ads
Volunteer Experience

· Area Chair, Boulder/Longmont for the Employer Support Coordinator for ESGR (The Employer Support of the Guard and Reserve), 2013 - Current
· Director of Career Development & Resume Workshop working with internship program with the National Hispanic Voter Educational Foundation, 2013 - 2014
· Coordinated, recruited, challenged and motivated teams to participate in the Leukemia & Lymphoma Society, Denver Rock N’ Roll Marathon Team Leader for Shamrock Foods, 2011
· Coordinated and executed successful annual Holiday dinners at the Catholic Samaritan House, 2011
· Recruited team and coordinated logistics to participate in the Annual Holiday Sale for the Women’s Bean                Project, 2011
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