Cassandra F. Florez


3123 W Conejos
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720-917-9967





Objective


I am seeking challenging opportunities where I can fully use my skills for the success of the organization





Skills


Warehouse management system


Training and development


Superior negotiation skills


Critical thinking


Time management


Pre-Screening candidates


Workforce planning 


Job fairs planning


Human resource policies


Employee handbook development


MS Office proficiency


Customer service oriented


Flexible


Works well under pressure


Excellent planner and coordinator


Human resource Laws knowledge





Work History





Corporate Recruiter


Direct Line Transportation-Greenwood Village, CO


Oversaw inventory and office supply purchases


Verified and created claim numbers by communicating with various insurance companies


Organized and led a 30 day staff orientation and training to promote collaboration


Coordinated work activities of subordinates and staff relating to all employment, compensation, labor relations, and employer elations


Addressed all employee harassment, allegations, work complaints, and other concerns


Supported management in developing and implementing policies and procedures


Hired employees and initiated the new hire paperwork process


Explained all of the human resources policies, procedure, laws, standards, and regulations to each employee


Developed and facilitated job recruitment fairs


Led the creation of recruiting plans for all open positions


Developed salary proposals for new recruits


Posted all positions through approved recruitment channels


Pre screened all resumes prior to sending them to corporate hiring managers for consideration


Screened all applicants based on their qualifications and background


Front Desk reception, Handled over 400+ Inbound calls daily


Coordinated domestic and international travel arrangements, including booking fare, hotel, and transportation


Conducted research on logistic operations, including literature reviews, interviews, and site visits


Wrote reports and gave oral presentations to keep employees up-to-date on company goals and achievements


Recruited from LinkedIn, Indeed.com, CraigsList, etc


Opened Asset Based Division from scratch to 30+  CDL A Drivers, OTR, Regional, Local, Owner Operators, Warehouse, Dispatch,


Grew Brokerage from 7 Freight Brokers to 4 Offices Nationwide Employing over 100+ Individuals





Executive Assistant


Union Consulting-Boulder, CO


Ordered and distributed office supplies while adhering to a fixed office budget


Directed guests and routed delivery courier services


Screened applicant resumes and coordinated both phone and in person interviews


Open and properly distribute incoming mail


Assisted with event planning, including associated travel, and logistical arrangements


Managed the CEO’s complex and frequently changing travel arrangements and coordinated the pre planning of trips


Assisted with team building initiatives and overall support for maintenance or organizational culture and employee moral


Directed administrative functions for the directors, principals, consultants, and key managers


Developed and maintained an internal client filing system





Education





Metro State College-Business Management


2012-Current





References available upon request


