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	Objectives
Accomplished Staffing/Front Office Coordinator seeking to leverage customer service/ social media oriented background into an exciting position with a growing company in the staffing field as a staffing recruiter or coordinator.  Very motivated and eager to contribute to a company’s success using efficient, capable and effective skills.
Qualifications Summary
Experience recruiting staff using multi and social media, selecting appropriate candidates, scheduling interviews and interviewing potential staff; performing personal and business background checks; coordinating staffing schedules; using technology to communicate with staff; supervising customer service delivery personnel; trained and proficient with Ektron, Microsoft Office software products including Word, Excel and PowerPoint, Outlook, 5 line Phones; as well as other office systems and machines; quick and enthusiastic learner; always eager to learn new things and take on additional responsibilities.

Education
Rochester Community Technical College
Cannon Falls High School, Cannon Falls, MN
Skills
I have been using multiple sources of social media to recruit new employment candidates that are skilled in the positions that we need.
Sources:
· Facebook                        -    Glassdoor
· Indeed                             -    Craigslist
· Linkedin                          -    Minnesota works
· ZipRecruiter                   -    CareerBuilder
· Snagajob

experience
11/2014 to Present  Express Employment Professionals, Red Wing, MN
· Front Office Coordinator
· Social Media
· Staffing
· Website Maintenance
· Reference Checks

8/2012 to 10/2014   Twin Rivers Senior Campus, Cannon Falls, MN
· Staffing Coordinator
· Resident Assistant


3/2009 to 8/2012    Subway, Cannon Falls, MN
· Closing Supervisor and relief day supervisor


5/2007 to 3/2009    D&G Ace Hardware, Cannon Falls, MN
· Customer Service
References
Paul Norstad – (507)581-0756
Friend of 5 years

Karen Shannon – (651)485-8509
Co-Work, Mentor

Lisa Zimmerman – (651)491-8321
Co-Work, Longtime friend

Sarah Scott – (651)301-0320
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