Krystal Castro
10093 Carson Way, Commerce City, CO  80022

(970) 313-7756

kryant_07@yahoo.com
SUMMARY OF SKILLS AND STRENGTHS:


RELEVANT PROFESSIONAL EMPLOYMENT EXPERIENCE:
Staffing Consultant, Akerson, Inc. dba Express Employment Professionals, Aurora CO                                              2012-2014


(Internal Employee)


          

· Job Order- Client request for new or add another associate. Correspond details of request, post into Q4 for co-workers to view.  Fill the job order with urgency.  Strong understanding of the client’s needs.

· Recruit-View online applications, Andrew Hundson, or CareerBuilder to search qualified candidates for clients (over 40 clients industrial, office, and labor). 
· Interview – Call potential candidate and set up interview date and time. Interview a variety of potential candidates on a daily basis for clients and make a hiring decision to become an associate and placement. 
· Conduct employment verifications on all new associates, including drug screens, background checks, and references.
· Communicate effectively with co-workers daily to ensure job orders are filled in a timely manner. 
· Multitask in coordinating and reprioritizing activities each day in a fast pace environment.
· Follow up daily with clients and associates to ensure high satisfaction levels. 

· Communicate conflict resolution and problem solving skills with associates and client.
· Q4-post job orders from clients, assign new associates to job order, end assignments, post new jobs, 

· CareerBulider/Q4/Andrew Hudson-post new jobs, review resumes, and contact potential candidates 

· Touch base with old/new client for possible new business

Administrative Assistant, Communication Test Design, Inc., Aurora, CO
(Contract through Express Employment Professionals)       
· Employee Enrollment- initiate employee setup including Kronos, security badge issuance and time card maintenance, provide facility walkthrough, locker issuance, manager/supervisor introductions, and report them to their area.
· Employment Agencies- coordinated with agencies for new position, terminations, and replacement of positions; assisted with coordination of monthly incentive pay increases.
· Answer and route phone calls; greet visitors/customers and maintain visitor log and issue guest badges as needed.

· Human Resources Staff (CTDI employees only) - Clarification on Handbook to relate to facility.  Payroll issues, updates for employees W-4, address changes, New Hires from Temporary employees to CTDI paperwork.

· Confidential filing of employee files including personal information updates, benefits, safety investigations 
· Kronos Payroll (Workforce Central 5.2 version)- enter all new employees into the system; enter time from paper timecard, enter comments and changes.  Distribute payroll to six employment agencies for 200 employees weekly.  

· Managers/Supervisors-pay rates, monthly increase pay scale, console employees on attendance, new positions, polices, issues with employee, address them to correct Human Resource staff at corporate office as needed.

· Generated Hourly Production and Calibration reports for management detailing daily production goals and progression
· Hourly Production Reports- eTos (Electronic Tracking Ordering System) ran production reports and maintained corresponding excel spreadsheet, emailed to managers, supervisors and section heads.

· Calibrations- eDocs (CompliantPro) update information as needed notifications, location, product, calibration period
· Safety Committee- Coordinate bi-weekly meetings, record and maintain meeting minutes for the facility. 

· Workers Compensation Claims- correspond with staffing agencies and corporate depending on employee, fill out paperwork, appointments, and pay.
Administrative Support, PenSys, Inc., Fort Collins, CO




                                  2010 – 2012
· Distribution packets (215 plans) - Verify vested balances and broker firm. Determine type of distribution package.  Calculate balances that are not 100% vested.  Prepare cover letter, broker letter, distribution statements and invoices. 
· Loan packets - Review loan procedures, vested balance, frequency & dates of loan payments. Complete max loan calculation.  Prepare cover letter, broker letter, promissory note, amortization schedule and invoice.
· Annual Reports - Assemble information provided by California office and administrator.  Confirm plan document against final report.  Copy, scan, and bind full reports.  Collate certificates with participant statements. 

· Enter new participant information into database system (Citrix) and Nationwide.

· Prepare 1099R’s and 945 - Send verifications to client to determine that specific participants had distributions from prior year.  Make corrections in database after confirmation is returned from client.   
· Arrange enrollments kits for clients based upon specified retirement plans.  Place order for broker and client.
· New client - Review plan document for correct procedures on distributions and loans/coordinate new client distribution and loan procedures with brokerage firms.
HR Technician, Weld County Government, Greeley, CO 


                                                                   2008
· Job Fairs - Assisted in recruitment, made posters, ordered pens, gathered equipment needed for presentations, set-up tables, and explained our website, location, and current job openings to potential candidates. 
· NEOGOV- Revised and created new job description for 22 departments, set-up different qualifications, formatted job postings, corresponded/assisted with departments and possible candidates, and trouble shoot logins for candidates. 
· Assessments/Hiring process – Coordinated applicant testing, completed applicant new hire procedures and employment verification written/verbal, assigned and maintained parking spaces, and managed the employee ID card system. 
· Workers Compensation – Assisted with unemployment claims and completed injury report claims for departments.
· Open Enrollment – Organized the benefit booklets, health insurance packets; assisted in explaining county polices/county benefits, and updated employment law handbooks.
· Scheduled appointments and locations for training and registrations sessions.  Collected fees for event tickets.
Administrative Clerk, Maxtor, Longmont, CO
                                                                                                          2001-2006

· Print job requests 
· Sort post office mail

· Order supplies

· Handle all shipments DHL Maxship Corporate Express, FedEx

· Create purchase orders

· Enter data into computer database

· Track Invoices

· Open and close facility



EDUCATION:     
Bachelor of Science, Business Administration and Human Resource Management                                                                

Franklin University – Columbus, OH 
Strong Organization


Focused and Committed 


Superior Customer Service   


Detail Orientated 


Prioritize 


Interviewing











Drug Screen 


Payroll


Recruiting 


Microsoft Office


Outlook


NEOGOV





Background System Information (BIS)


Technical and Interpersonal 


Operate a variety of office equipment


PeopleSoft


Q4 (database for Express)


Fastrax Select











