Maria Smialek
340 N 13th Ave. 
Brighton Co 80601
720-387-9194

Objective:
Recruiter with a passion for matching qualified candidates to appropriate, available job openings, or to work with a company to broaden my skills.

SKILLS: 
• Multi task
• Customer Service oriented
• Sell and close candidates
• Ability to build relationships
• Detail oriented
• Computer literate
• Dependable
• People friendly
18 + years of staffing industry experience

Employment:
[bookmark: _GoBack]10/2007-01/2014 Corestaff Services: Staffing Specialist/Branch Manager

 - Implement cost effective sourcing strategies for identifying high quality talent in response to staffing at all levels. 
 - Build and sustain a network of potential applicants.
 - Qualify existing profiles to ensure they accurately describe selection requirements.
 - Maintain all statistical data associated with the recruitment of open positions ensuring timely and accurate information processing.
 - Processed payroll for 500+ temporary employees.
 - Conduct the interview and selection process, partnering with the hiring managers and other interviewers to define interview strategy and frame offer packages.
 - Contact potential candidates and conduct phone interviews. 
 - Maintain an active knowledge of industry standards, pay wages, current projects and company standards. 
 - Implement creative methods to find qualified candidates and maintain a strong active candidate list.
 - Answer incoming calls and assist candidates through online application process.
 - Schedule drug screenings and order background checks.
 - Enter new employees into applicant tracking system.
 - Write and post job descriptions on job boards, LinkedIn, print ads.
 - Regularly attend job fairs, trade shows, networking events, client lunches etc 
 - Executed strategic sourcing techniques to include a variety of resources such as internet, advertising, employment agencies, internal and external databases, employee referrals, direct sourcing and job fairs.
 - Worked with external vendors to ensure appropriate tests, background, and reference checks were completed.
 - Determined most qualified candidates and made recommendations to hiring manager. 
 - Mentored, coached and developed less experienced team members.
 - Assisted with implementing major staffing initiatives.
 - Proficient at bringing recruitment offers to a successful close.
 - Conducted background and reference checks on all candidates.
 - Input accurate information into the applicant tracking system.

References: available upon request
