
OBJECTIVE

I am a trustworthy, friendly and dedicated individual. I have a pleasant demeanor with anJILL CAREY
10257 CO Rd. G44x #98 Muscatine, IA 52761   563-299-0732  jill.carey7@gmail.com 

ambition to succeed in any given environment. I love to learn and am always up for a challenge.
I’m seeking a position where I can develop and excel while giving my best to an employer.


EDUCATION

Muscatine Community College Muscatine, IA  
· Credits towards Pre-Morturary Science Degree 3.25 GPA
· Credits towards Child Development Associate Diploma
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Account Manager/Sedona Staffing 11/13 - Current
Independent Distributor/Herbalife Corporation 2/12 – Current

Account Manager/ Team Staffing, Muscatine, IA – 3/12 – 5/12
· Manage client accounts

Processor B/ Modine Manufacturing, Washington, IA – 4/11 – 11/11
· Efficiently assemble radiator cores to various specifications 

Administrative Assistant/ Titan Machinery, Avoca, IA – 01/11 – 04/11
· Answer incoming phone calls, greet clients and customers
· Maintain customer files
· Assist with reviewing/maintaining time clock and payroll
· Accounts payable/Accounts receivable

Account Manager/Sedona Staffing, Muscatine, IA – 12/09 – 12/10
· Develop and execute strategies for the recruiting and processing of clients & associates
· Build strong business relationships with hiring managers, candidates & community
· Develop and manage metrics(time to fill, referrals, placements & quality of hire)
· Interview, process and place potential candidates in appropriate job openings.
· Process weekly payroll for all clients and assist in scheduling
· Maintain open communication with associates & clients at every level
· Develop job postings and advertisements, coordinate job fairs & group trainings

Communications Operator/University of Iowa DPS, Iowa City, IA  08/08 – 11/09
Family Support Worker HOPES Program/Lutheran Services, Musc., IA 1/08 – 08/08
Daycare Provider -Owner/Lil Chicks Daycare, Musc., IA 08/04 – 12/07
Communications Operator, MUSCOM, Musc., IA 01/01 – 08/05







