Paola Tarango

970-412-6867

totytrevizo@gmail.com
OBTECTIVE:

To find a full time opportunity that will allow me to continue working in the 
Staffing industry 
SKILLS:

Bilingual (Spanish-English) Staffing, Management, Sales, Employee Relations, 
Customer Service, Payroll, Networking, AP/AR, Word, Word Perfect 7.0/7.1, 

Internet Explorer, Lotus Notes, Outlook, Power Point, Excel, Social media, Linked-in, 

Field Power-Base, Intranet applications, Social Media, typing speed over 80 WP.
EXPERIENCE:
03/2011 – 02/2013

Employment Solutions




Bilingual Recruiter

*Clerical, light industrial, heavy industrial, assembly and general labor placements

*Direct hires

*Recruitment and Retention

*Networking

*Payroll

*Interviewing

*Client/Employee relations

*Account maintenance

*Job fairs

*Marketing
*Replacements

*Coaching and counseling
*Document translation (English-Spanish)

03/2007 – 02/2011

Manpower International




Bilingual Recruiter/Metro Recruiting Manager
*Industrial, Assembly, Clerical, Call Center, Accounting, HR, Technical job placements

*Massive hiring


*Inside and outside sales

*Job advertisement

*Key skill selling
*Job order fulfillment
*Staff Management - Team Lead/Manager
*On-site training
*Orientation

*Sister branch coverage
*In-office Alcohol and Drug screening 

*Weekly payroll

*Employee relations/coaching and counseling

*Data Entry

*AP and AR

*Scheduling

*Account maintenance
*Document translation
*On-boarding
*Employee Orientation
*Direct hire
*Skill sourcing

*Networking

*Community involvement
09/2006 - 03/2007

Kelly Services, Inc/Hach Company





On-site Coordinator/ Bilingual Recruiter

*On-site staffing
*Assembly, Customer Service, Human Resources and light industrial placements

*Employee relations
*Training and orientation
*Job Fairs

*AP/AR
*Payroll
11/2002 – 08/2006

V & S Landscaping and Sprinkler Systems





Bilingual Recruiter/Branch Manager
*Staff management
*New hire application/orientation
*Inside/outside Sales

*Job quotes

*Inventory Control
*AP and AR

*Payroll
*General office duties
EDUCATION:
Universidad Autónoma de Chihuahua



Chihuahua, MX




Emphasis/Business Administration



Bachelor’s degree



Colorado State University




2 semesters/Business Administration and Human Resources

REFERENCES: 
Available upon request
