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Rebecca Hughbanks
13720 54th Ave N #509 Plymouth, MN 55446
becca1817@yahoo.com ( (612) 226-1817
Summary of Qualifications

Organized, skillful, and responsible professional with extensive experience in recruitment, employee relations, compensation, and human resources policies. Excellent written and verbal communication skills. Strong analytical and planning skills, combined with the ability to coordinate the efforts of many to meet organizational goals. Productive and efficient work habits without supervision. Self-motivator with high energy.
· Business professional with 10 years combined human resources experience in recruiting and client program supervision and sales.
· Adept at resolving administrative problems and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.

· Highly focused and results-oriented in coordinating and executing all human resources paperwork processing, including but not limited to: new hires, benefit enrollments, promotions, transfers, salary changes, and terminations.
· Proven track record of accurately completing research, reporting, and business-development efforts within budget requirements.
· Ability to consult diverse industries regarding recruitment & selection, payroll and benefits administrator, employee relations, organizational development, and policies and procedures.
· Extensive computer experience in Microsoft Office (Excel, Word, Power Point, Outlook).
· Competency in multiple software applications and etools including but not limited to: Fieldglass, IQ Navigator, TSMS, ADP, Consol, Ceridian, Etime, Workcard, Sendouts, Bullhorn, and Ariba.
Professional Experience

Enclipse – Minneapolis, MN
10/2013-Present
Technical Recruiter

· Responsible for recruiting of IT consultants nationwide for various positions.
· Staffed for clients in Healthcare and Government industries.
· Utilize a VMS system.
· Develop and maintain candidate relationships, while continuing to build a pipeline with potential candidates nationwide.
Volt – New Brighton, MN
07/2010 –10/2013 
Program Manager/National Recruiter

· Recruited nationally for professional, clerical, and technical positions.  
· Staffed for clients in Healthcare, Financial Services, Retail, Light Industrial, and Technical industries.  

· Managed a national program and act as the liaison between recruiters and the client.

· Identify qualified candidates through internet, referrals, and job fairs. 
· Develop and maintain candidate relationships, while continuing to build a pipeline with potential candidates nationwide.
· Manage the full life cycle recruitment process including screening resumes, interviewing qualified candidates, coordinating and scheduling interviews, conducting pre-employment assessments, reference checks and background checks, and negotiating and extending offers.
Adecco – Minneapolis, MN

Client Program Supervisor/Recruiter                                                                           01/2008 – 05/2010  
· Managed on site recruiting and employee relations for a printing company.

· Responsible for implementation of Etime payroll and employee reviews to better service the organization.
· Recruited for multiple needs, including manufacturing, clerical, technical, and professional positions.

· Took on additional client responsibility for the branch to assist with new business and company restructure.
· Created and managed clients reporting needs throughout the country.

· Provide associate feedback, conduct lay off meetings, assist in employee retention programs, employee counseling and termination.  Investigate employee issues and concerns.

· Central order disbursement of client job requests to other field offices includes tracking of orders for reporting and correct input/distribution of client orders, managing to a complicated contractual process that includes validations required for correct billing. 
· Develop action plans with the branch office to resolve quality, service and support issues, fulfillment issues, billing issues, non-compliance issues or any other issues that come up.

· Answer questions and provide total support for both branch and client concerning the Adecco relationship.
On Point Staffing (Bankrupt) – Bloomington, Minnesota                                  4/2007– 11/2007

On Site Recruiting Manager

· Manage new hire packages, conduct orientations, schedule interviews, update spreadsheets, prepare and maintain personnel records with confidentiality.
· Managed temporary staff of over 100+ for a semiconductor manufacturer.  
· Work with recruiter and hiring managers to forecast needs and staff accordingly.
· Create and Administer weekly orientation and training to our associates.

· Identify qualified candidates through internet, referrals, and job fairs. Check references and administer testing. Develop and maintain candidate relationships.
        Express Personnel– Eagan, Minnesota                                                                  4/2005 – 1/2007

Staffing Consultant









· Identify qualified temporary employees through recruiting and interviewing activities to create an inventory sufficient to meet current and future client demand. 
· Provide accurate, timely and complete daily performance analyses to management
· Administering and maintain database for new hires, terminations, and changes.

· Assisted in processing weekly payroll for 200+ employees and assist employees in resolving payroll and benefits issues.

· Manage the full life cycle recruitment process including screening resumes, interviewing qualified candidates, coordinating and scheduling interviews, conducting pre-employment assessments, reference checks and background checks, and negotiating and extending offers.
· Consults and coordinates with branch managers to better understand clients’ needs, maximize level of service, encourage relationship building, provide cost effective service solutions to customer demands and strategize on methodologies to achieve and exceed financial goals and objectives.
· Received Circle of Excellence award 4th quarter of 2005 and 3rd quarter in 2006 for achievement in sales.

