
 

SKILLS SYNOPSIS

Complete Full Desk Recruiting to include filling open job requisitions, assigning appropriate grade/title/salary, create postings on Hiring Hotline, Craigslist, Monster, CareerBuilder, etc., get approvals for offers and job requisitions, and write offer letters.
Coordination of candidate interviews, send out offer letters, process new hire paper work and background checks. Conduct new employee orientation and employee verifications. Establishing employee database and prepared company-wide training. NCCER certified instructor. Coordinating all travel arrangements and interview scheduling for potential employees.

CLIA, HIPPA & OSHA Trained. Benefits Administration, Payroll, 401K Administration, Unemployment and Workers Compensation Insurance to include filing Injury Reports and following up with Insurance Companies, Doctors and Patients. Liaison to employees and administration as well as clients and administration. Confident in prospecting to new business, developing and maintaining relationships, contract administration and management, as well as contractor, customer, vendor relations.
Exceptional Computer Skills, Microsoft Office and Web-based Applications, Computer literate to include expertise in: Windows, Outlook, Microsoft Word Suites, Excel, Access and QuickBooks.  Proficient in approach, spectrum, and vital group employee tracking databases. 70WPM & 10-key Proficient.

Knowledge of Accounting Theory and Procedures, Accounts Payable and Receivable, Collections. Diligent on making sure clients are paying within terms in a professional manner. Purchase Card Management.
Time Management, Proven Interpersonal and Teamwork Skills, Exemplary Professional Conduct, Self-starter with the ability to analyze business operations & recommend strategies to improve performance. Proven ability to meet and exceed expectations and deadlines.
Oversee the business office ensuring efficient day-to-day and long-term operations fostering company profitability and growth. Administered and Wages, Attendance, Policy, Unemployment & Workers Compensation Insurance, accurate & confidential support to employees, management & owners.

Have staffed for positions ranging from Heavy and Light Industrial, Construction, Professional and Administrative within many different Industries.  Can staff for hard to fill positions that require complex searches to massive hiring events where over a hundred people need to be placed immediately. Responsible for staffing several jobsites within in the United States, calling, interviewing, verifying certifications, certifying and testing tradesmen, virtual orientations, entering new employees; reconciling time sheets; printing checks; and invoicing companies.
EXPERIENCE:
10/2013 – 4/2014

Employee Relations Supervisor




 IntelliSource, Denver, CO
6/2006 – 7/2013

Corporate Recruiter                                     

           Casey Industrial, Inc., Broomfield, CO
1/2003 – 5/2006             
Human Resources/Recruiting/Payroll              

  Exempla HealthCare, Denver, CO

6/1996 - 11/2002            
Project Administrator / Human Resources
                        SECOR International Inc., Denver, CO
EDUCATION:
Medical Assistant

August 2003 ~ May 2005







      Heritage College, Denver, CO

Associates of Business Administration   





  High Ridge College, Arnold, MO
November 1993 ~ May 1995      



ASSOCIATIONS:

Denver Metro and West Chamber of Commerce ~ Rocky Mountain Association of Recruiters ~

 Center for Work Education and Employment (CWEE) ~Colorado Human Resource Association ~ Society for the Management of Human Resources (SHRM)[image: image1.jpg]ACCOUNTABILITIES
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Jennifer B. Jann


2673 Fernwood Place, Broomfield, Colorado 80020


720-585-5549 (Cell)


� HYPERLINK "mailto:JJann42@msn.com" ��jbjann@gmail.com�





Over fifteen years of progressive experience in Human Resources, Employee Relations, A/R, A/P, Payroll, Project Management, Customer Relations and Business Management. 


Recruited and oversaw up to 50 corporate and 1500 hourly employees. 


Competent people person with strong communication & management skills, excellent hands-on knowledge & understanding of business operations, well connected in the Denver, Colorado Area with vast community  networking resources to be able to find large amounts of people in short amounts of time. 








