KATELYN GARTLEY
8199 N. Welby Rd #305 • Denver, CO 80229
303-548-6853 • Katelyn.Gartley@gmail.com
___________________________________________________________________________________
PROFESSIONAL EXPERIENCE
URBAN LENDING SOLUTIONS, BROOMFIELD, COLORADO
Logistics Coordinator- HR – April 2014 – Present
· Utilize an Applicant Tracking System (HRM) to submit and track requisitions, screen candidates, and schedule interviews with potential candidates.
· Provided support to the Human Resources Department to onboard new employees.
· [bookmark: _GoBack]Partnered with the Human Resources Department in making offers, negotiating offers, sending offer letters, sending Talent Wise tasks.
· Worked with vendors regarding access and equipment requests, access issues, and training of employees.
· Maintained rosters by tracking all current employee data changes including new hire paperwork, terminations, and promotions using Excel based Rosters.
· Worked with executive staff to coordinate job fairs, and department ramp ups to adequately staff Urban and its Clients.

Advocacy Associate July 2013 – April 2014
· Performed multiple web based servicing in order to input data across multiple fields. 
· Worked within the mortgage industry to insure homeowner retention.
· Helped develop improvements in quality control of different bank programs within a Citrix desktop environment.
· Provided support to Bank of America with processing loan modifications in a timely manner. 
CORPORATE ALLOCATION SERVICES, WESTMINSTER, COLORADO
Specialist for HUD Denver October 2012 – July 2013
· Reviewed HUD transmittal’s for property information and accounting errors in a timely matter.
· Checked transmittal information and input data into systems such as Yardi and SAMS.
· Maintained current and accurate records of newly received projects.
· Mailed inaccurate transmittals back to subcontractors and filed all transmittal's that are correct and paid.
· Sent daily reports of accounting errors and rejected work to HUD management and subcontractors.
Human Resource Specialist September 2011 - October 2012
· Created an orientation class that taught all new hires our company history, policies, and benefits.
· Created personal files by ensuring all required forms are filled out and all employee information is gathered.
· Knowledgeable of all relevant HR policies, procedures, and legal requirements and answered questions from employees concerning them.
· Reviewed and rewrote contract proposals, company manuals, forms and job procedures for the different contracts that the company had.
______________________________________________________________________________EDUCATION
UNIVERSITY OF NORTHERN COLORADO, GREELEY, COLORADO
Bachelor of Science, Dietetics, May 2011

ADDITIONAL SKILLS
· Experienced and knowledge of Windows, Microsoft Word, Excel, and Power Point.
· Knowledge of the management software system HRM, HRIS, ADP, SAMS, Yardi, AS400,
