2816 W. 29th  Ave 
Denver, CO 80211
678-789-0106
shs6715@aol.com


TAMEGO SAMUEL

PROFESSIONAL EXPERIENCE

The Home Depot – Intersect Group, 
Vinings, GA





           12/2013-3/2014
Contract Sourcer
· Sourcing candidates for open Supply Chain management positions using the People Fluent, Indeed Resumes, LinkedIn, and facebook employment groups
· Managed the Northeast open requisitions.
· Conducting 30 minute screenings with possible candidates then submitting to hiring managers.

· Worked in a virtual environment, within home office set up of internet, home phone, copier, fax, computer, scanner.
The Retail Outsource, 
Atlanta, GA







           09/2013-11/2013
Virtual Contract Recruiter

· Utilized creative internet sourcing techniques; maintained Excel based applicant tracking system (ATS), reviewed resumes, and conducted telephone interviews

· Managed openings for multiple retail locations, such as Best Buy and Walmart

· Communicated professionally, effectively, timely and in a courteous manner

· Worked in a mostly virtual environment, within home office set up of internet, home phone, copier, fax, computer, scanner

Comcast – Manpower , Hartford, CT






                        09/2012-10/2013

Virtual Contract Recruiter

· Utilized creative internet sourcing techniques; maintained the online applicant tracking system (ATS), reviewed resumes against profile requirements and organizational competencies, and conducted telephone interviews

· Managed multiple openings simultaneously throughout the full life cycle; sourced, screened and interviewed candidates

· Prepared candidates for interviews, by providing detailed information on the company, business strategy, department background and expectations

· Negotiated, and communicated offer and closed candidates

· Identified and submitted qualified candidates to hiring managers, based on job descriptions

· Communicated professionally, effectively, timely and courteously

· Worked in a mostly virtual environment within  home office set up of internet, home phone, copier, fax, computer, scanner

CitiGroup NA, Hartford, CT









08/2011-4/2013

HR Shared Services  Call Center Associate

· Provided information to employees on pay and HR related issues
· Developed an Employee Engagement presentation for management to communicate an organizational shift from satisfaction to engagement to employees, highlighting the benefits of measuring engagement vs. satisfaction, financial advantages of highly engaged employees and organizational best practices.  
· Performed analysis on HR data and determined required actions

· Performed employee data management activities, within established service levels

· Managed HR/Payroll related transactions with PeopleSoft and Oracle databases

· Communicated professionally, effectively, timely and courteously

· Managed employee onboarding in the Citi HRIS and Taleo applications

· Worked in a mostly virtual environment

· Handled incoming HR related calls from Citigroup employees.
Colt Defense, LLC, West Hartford, CT







         05/2007 – 09/2009
Human Resources Manager
· Recruited senior level employees such as VP of Administration, Range Master, Director of IT, Director of Engineering, Training Manager, Controller for Manufacturing, Safety Manager, and Mechanical engineers

· Used Organizational Management skills to create a training for managers, as well as staff, focusing on team communication, team building, trust, cultural competency and gratitude  
· Designed learning processes & content, develop, deliver and facilitate training.
· Used CareerBuilder, LinkedIn, Facebook, temporary employment agencies, CT Dept of Labor Job central Labor exchange and Monster for employee search, as well as used applicant tracking programs such as Taleo

· Recruited senior level, VP and Director positions, as well as employees for manufacturing positions, such as machine operators, maintenance workers, gunsmiths, customer service representatives, etc..

· Handled on average 25 to 40 requisitions weekly for open positions that needed to be filled within a certain time frame

· Posted career opportunities, recruited, interviewed, processed applications, performed background checks and employment and education verifications

· Performed administrative duties, such as sorting mail, filing, faxing providers, processing medical prescription claims for retirees

· Provided employees with retirement estimates, 401k advice, and Employee Assistance Plan information

· Managed an ADP, ShopVue, Access, and ReportSmith databases for over 600 employees

· Reconciled monthly invoices for Employee Wellness Program including medical, dental and life insurance benefits

· Processed forms for employee 401K, and tracking loans and disbursements

· Processed tuition and safety shoe reimbursements for employees and verified authenticity of  information 
· Responsible for the Colt Security payroll and monitoring of staff activity

· Managed all employee training records and administered training and orientation to regular and new employees

· Created monthly headcount reports, and reports as needed by other departments

· Attended regular 2nd and 3rd step meetings with UAW Local 376 union representatives

· Created an employee EEO database using Access

Shelter for Women – Gray Lodge, Hartford, CT





           12/2005 – 5/2007
3rd Shift Youth Counselor

· Monitored residents nightly activities and provided medication as necessary

· Engaged residents in daily routines to help promote personal growth

SWH Enterprises, Hartford, CT







           08/2001 – 2/2006
Human Resource Generalist
· Posted advertisements, recruited, interviewed, processed applications, performed background checks and employment verifications

· Recruited candidates for food service, customer service, property maintenance positions, as well as Senior Level Management

· Recruited senior level management such as Facilities Director, Store managers, General managers for the restaurant and COO using internal references, Careerbuilder, and temporary placement agencies

· Utilized temporary agencies, Facebook, MySpace, and other social media for applicant searches

· Handled and filled more than 30 open requisitions on a weekly basis

· Handled AP/AR transactions

· Maintained personnel, 401k, and benefits records

· Handled all short and long-term disability claims and forwarded them to the appropriate provider

· Created a database on MS Access to maintain employee job records, addresses, dates of hire/termination, training, and other personnel related information

EDUCATION

Berkeley College Online, Paramus, NJ








        2010-2013
Human Resource Management 
Manchester Community College, Manchester, CT






        1999-2001
Computer Science

TRAINING & CERTIFICATES

· MS Excel & Word 2007 and 2010, FMLA & ADA compliance (annual), Reportsmith Reporting Day 1 & 2

· Quickbooks

· Mastering Human Resource Essentials, ISO Awareness (annual), Internal Investigations, Union Negotiations/Problem Resolution, Human Resource Management for Professionals, Successful Candidate Selection (Citigroup), Employee Recruitment and Retention (Apple Rehab), Sexual Harassment for Managers (Apple Rehab)

