Roxann Moring
5590 Hudson Circle
Thornton, CO 80241
720-929-1490 Home
720-232-1013 Cell

July, 2013- September, 2014
Home Instead Senior Care
6191 W. 44th Avenue
Wheat Ridge, CO  80033
303-463-1900
Supervisor: Mary Stewart

Position:  Recruitment and Retention Coordinator
· Select potential CAREGiver applicants from web based sources
· Pre-screen, conduct interview, on site drug test (7 panel), conduct background and reference check
· Enter new hire information into data bases, issue photo name tags
· Specific completion of new hire information as per State guidelines i.e I9.
· Attend Job fairs, Hiring events, and Expos
· Assist as requested with receptionist duties and CAREGiver inquiries accessing Clear Care system
· Comfortable with using a variety of applications including Outlook, Word, Act and HomeTrak.

April, 2008- July, 2013
Super Target
Orchard Parkway, Westminster, CO
303-209-0163
Supervisor: Anne Jenkins, Human Resource Executive Team Leader

Position: H.R. Support
· Accessed applicants from Target based program
· Selected applicants for interview and scheduled for (2) interviews with Team Leaders
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· Prepared chain of custody paperwork and monitored results via email
· Entered info into background tracking application
· Conducted training of new team members
· Anticipated changing needs of staffing in advance  , i.e holiday season  
· Assisted as needed in store, i.e. cashier or sales floor 
· Assisted team members with Open Enrollment ,United Way contributions and annual Health Screenings
· Volunteered at local schools and “Night Out” events in community as per Target give back opportunities


October, 2004 – November, 2007
Hearing Rehab Center
7850 Vance Drive #195 Arvada, CO. 80003
303-502-9602
Supervisor:  Kathy Houtchens
Position: Office Manager
· First point of contact for patients
· Answered basic questions regarding benefits of hearing aids
· Performed minor repairs (replaced batteries or cleaned wax out of aid)
· Prepared charts
· Liaised with insurance companies to determine benefit for aids
· Prepared & made bank deposit, balance credit card machine 
· Ordered office supplies, including molds and batteries
· Prepared airbills for DHL pickup 
· Assisted audiologist as needed
· Scheduled patients using Outlook/ ACT
· Participated in Senior Events

September, 1999- October, 2004
D.L. Teter and Associates
9195 Grant Street #220, Thornton, CO.
Supervisor:  Kathy Houtchens
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Position: Office Manager
· Greeted patients by phone or in person
· Minor repairs of hearing aids
· Scheduled patients via Outlook
· Ordered office supplies
· Telemarketed  patients
· Designed Newsletter for patients
· Made bank deposits
· Verified insurance benefit
· Participated in Senior Events
 
References:

Judi Hamelburg, Owner, Advanced Driving Rehab 305-965-1544
Ben Siech, Owner, Freshly Squeeged 303-229-5838
Kathy Houtchens, Audiologist 970-371-5083

Volunteer:

Boy Scouts of America, Church of Jesus Christ of Latter Day Saints
Thornton Elementary School, Thornton, CO
Eagleview  Elementary  School, Thornton, CO
Stukey Elementary School, Thornton, CO
