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City and County of Denver, Denver, Colorado				7/2014 – Present
On-Call Administrative Support Assistant IV
Performs specialized and/or technical office support work that requires detailed knowledge of the specialized/technical area.
· Interprets, applies, and explains regulations, policies, standards, and/or procedures to internal/external customers based on extensive knowledge of a specialized area within a defined scope.
· Reviews and evaluates forms, applications, computations, documents, and/or other information to determine accuracy, completeness, acceptability, or compliance based on extensive knowledge of a specialized area or legal requirements.
· Determines and evaluates facts and makes decisions without the benefit of direct guidance or supervisory review where the cost of correcting errors could be substantial in either time or money.
· Prepares and processes documents and other forms in accordance with legal precedents or other specialized/technical procedures.
· Recommends improvements or solutions to problems within a range of specified, acceptable, and/or standard alternatives and technical practices.
· Provides specialized information, identifies problems within a defined scope and has the authority to resolve discrepancies, and follows up on requests or complaints.
· Responds to sensitive inquiries and problems related to the specialized/technical area and resolves problems by making reliable decisions.
· [bookmark: _GoBack]Examines, checks, and approves/rejects information and determines appropriate services with a defined scope.

National Jewish Health, Denver, Colorado
Talent Acquisition Specialist 						5/2012 – 3/2013
I was responsible for positively delivering on all facets of recruiting success throughout the organization.  This is achieved through the development of local and national recruiting plans, employing traditional sourcing strategies and resources as well as developing new and creative recruiting ideas.  My position plays a critical role in ensuring we are hiring the best possible talent.  This includes elements of employment branding, outreach, networking, diversity sourcing and relationship building with potential candidate communities to continually build and enhance the talent pool for the organization. Experience with MS Office Suite.

Express Employment Professionals, Northglenn, Colorado			
Staffing Recruiter Consultant						10/2010 – 3/2012
Provide professional staffing services to fill positions in light industry, administrative services and a variety of professional positions.
· Develop and maintain a pool of qualified applicants using leading edge techniques including the internet job websites, LinkedIn, CareerBuilder and Monster, Industry networking groups, employee referrals. 
· Select well-matched candidates to fulfill client job orders and maintain ongoing contact with clients and candidates currently on assignments to ensure both receive exceptional customer service.
· Extend offers to candidates and negotiate compensation.
· Develop and enhance my own client base through marketing, cold calling, promoting our staffing services for temporary projects, temporary to hire and direct contract staffing solutions.
· Consult with clients to improve staffing solutions so our client can fully utilize our services.
· Maintain all employee records in accordance with Federal and State regulations.
· Implement and administer benefit programs.
· Performance review, performance improvement plans and training programs.
· Manage unemployment claims and workman’s compensations claims; investigate claims.

BBVA Compass Bank, Denver, Colorado				4/2006 – 9/2010
Senior Staff Recruiter
Recruit for non-exempt and exempt professionals and managerial sales and non-sales positions by sourcing and qualifying candidates, facilitating the internal and external selection process and ensuring administrative procedures and policies are correctly followed. 
· Develop and maintain effective consulting relationships with internal customers.  Consult with management to determine and document detailed job specifications for open positions and advise managers regarding appropriate recruiting practices.
· Facilitate the internal selection process through effective utilization of the job posting system, source external candidates through networking, college recruiting, recruitment advertising, manager and employee referrals, and search agencies.  
· Ensure that individual selection decisions are made with integrity and full compliance with corporate and departmental standards and all relevant government laws and regulations. 
· Conduct New Employee Orientations for all lines of business.
· Develop and maintain a detailed knowledge of recruiting techniques, employment laws and regulations.  
· Assist with Diversity Recruiting initiatives including partnerships with NSHMBA, Diversity Job Fairs and networking opportunities.
· Assist with special projects including employee reward and recognition programs as well as employee retention programs.

Washington Mutual, Western Region					6/2003 – 4/2006
Recruiting Specialist
Responsible for recruiting and supporting the Western Region in their attempt to stay abreast of current and future hiring and business needs.  As a key member of the Human Resources recruitment team, focus in this position has been to lead and manage the effectiveness and efficiency of the recruiting process.  Responsible for the delivery of customized Human Resources service solutions that positively impact the client’s business needs, that resulted in retention and growth.
· Provided counseling and coaching relating to HR policies and practices, employee relations, career development and performance improvement.
· Represented the firm’s brand and image on campuses and at career fairs.
· Responsible for being the point of contact for all resumes and identify viable candidates for open positions, log and track resumes in Recruitsoft and Peoplesoft.
· Help drive HR recruiting strategies and programs in a complex environment.
· Trained managers and supervisors on skill to improve their competencies in human resources management, such as Managing Performance Improvement, Workplace Violence Preventions, and Sexual Harassment Prevention for Manager.
· Perform searches for qualified candidates according to relevant job criteria, using computer databases, networking, internet recruiting (Monster.com, Americasjobbank.com), media and employee referrals.  Maintain current knowledge of Equal Employment Opportunity and affirmative action guidelines and laws.
· Work closely with managers to clarify job specifications and requirements, discuss business operations and develop recruiting strategies.
· Spearheaded and collaborated with managers and supervisors for a better and more efficient recruitment process, on boarding, and 90 day training program.

Other Skills and Abilities
•	MS Office Suite as well as HRIS (Taleo) experience
· Excellent interpersonal, verbal and written communication skills
· Exceptional dedication and work ethic
· Strong probing, listening, analytical, problem solving
· Decision-making skills to effectively uncover and resolve complex customer and employee issues
· Ability to work both independently and as a part of team
· Able to influence and negotiate for resources
· Consistently recognized customer service attributes
· Management and Leadership of projects and highly diverse teams


Exceptional references are available upon request
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