Carin Pepper

3300-C 126th Ave NE

Blaine, MN 55449

763-458-3594

PROFILE

Established recruiter and staffing professional seeking the opportunity to explore a new and challenging position as an On-Site Coordinator.

WORK EXPERIENCE

RIGHT AT HOME, Minneapolis, MN 2014 - 

Staffing Coordinator/Office Administrator

· Ensures all referrals are received in a detailed manner and properly handled

· Recruits, interviews and hires all caregivers

· Tests and completes orientation for all caregivers

· Processes all background checks and completes reference checks

· Schedules and coordinates day to day activities of caregivers to clients

· Maintains documentation of caregiver work record in Clear Care database

· Ensures personnel records for all homecare employees are current and complete

· Assists with sales, marketing and public relations efforts

VOLUNTEER, Minneapolis, MN 2011-2013

Family Caregiver 

· Provided ongoing social connection and companionship

· Arranged and provided transportation to and from appointments

· Maintained monthly calendar and scheduled weekly errands

· Prepared weekly housekeeping schedule and assisted with meal preparation

· Assured medication was taken as prescribed

· Managed monthly bill paying and organized finances

SELF EMPLOYED / HOME BUSINESS, Minneapolis, MN 2010-2011

Sales Representative

· Managed advertising and sales of limited edition memorabilia from the HHH Metrodome Roof collapse

· Participated in trade show exhibits to display products and increase sales

· Promoted product by word of mouth and online presence

PRO STAFF, MN PROJECT TEAM, Roseville, MN 2007-2009

Recruiter / Client Talent Manager

· Processed and managed all job requisitions through a vendor management system 

· Recruited, interviewed and presented resumes of qualified talent to client 

· Coordinated talent’s phone screen and interview process with client

· Maintained communication between client and talent from interview to hire

· Conducted, monitored and documented background checks and drug screenings

· Contacted passive and current clients to generate sales leads and develop business

PRO STAFF, Minneapolis & Arden Hills, MN 1997-2000/2001-2006

Recruiter / Talent Manager

· Recruited exempt and non-exempt talent from job boards, employee referrals, networking events and internal database

· Interviewed and hired qualified talent for multiple lines of business in Administration, Sales, HR, Manufacturing and Assembly

· Maintained open job requisitions on internal and external job boards

· Screened & revised resumes for potential talent and current employees

· Communicated company and client policies regarding employment expectations, job requirements, benefits, and other employment conditions

· Managed background checks and drug screening prior to talent start date

· Utilized Peoplesoft database for documenting client and talent information

· Represented Pro Staff in person and over the phone for unemployment hearings

· Participated in company job fairs to ensure ongoing recruiting

· Solicit, received, and processed client job requests in a timely manner

· Determined the most qualified talent for open positions at client locations while supervising appropriate individuals on assignment

· Managed multiple accounts while developing and maintaining business relationships with area clients

· Administered daily sales calls and conducted on site visits to current and prospective clients to generate business 

· Awarded Chairman’s Circle in Las Vegas – March 2004 as a member of the regions leading revenue-producing team.
ATLAS STAFFING, Coon Rapids, MN 1994-1997

Recruiter / Staffing Coordinator

· Recruited and interviewed talent to develop an applicant pool 

· Conducted client required background and reference checks

· Solicit, received and processed client talent requests in a timely manner

· Clarified job skill requirements and job request timetables with the client on orders received

· Established and negotiated appropriate bill rates with area clients

· Determined the most qualified talent for open positions at client locations and placed appropriate individuals on assignment

· Counseled talent on behavioral and performance issues, and related areas of concern; including up to termination or removal from projects

· Developed, placed and monitored all recruitment advertising

· Maintained communication with established clients to ensure successful business development and to promote client and talent retention

· Cold called area businesses daily to determine staffing needs and create sales leads

HENNEPIN COUNTY LIBRARIES, Brooklyn Center, MN 1985-1994

Public Service Assistant

· Implemented library circulation procedures 

· Processed data entry of new materials into computer

· Executed inter library paging for reserve materials

· Processed new patron registrations 

· Assisted with training of new clerk employees

· Prepared library exhibits and displays

EDUCATION

B.A. Degree – Human Resources, Metropolitan State University, Minneapolis, MN

A.A. Degree & Human Services Generalist Program Certification

Minneapolis Community College, Minneapolis, MN

