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Skills Profile

	Human Resources
Staffing Coordinator
Sales
Marketing
Customer service
Data Entry
Proficient in Microsoft Office 

	Employment History

	Assemblers, Inc.
Human Resources Recruiter
	5/7/2012 — 5/23/2014

	Chattanooga, TN
Recruit for technicians all across the country  to work in over 200 area retail stores
Source from social networking sites and newspapers, set up accounts for marketing purposes
Interview, pre-qualify candidates and hire for specific areas of needs and locations
Report to over 25 area managers and human resource manager with new candidates available, interview dates and times and other possible sourcing avenues
Coordinate interview locations, times and dates with local unemployment offices
[bookmark: _GoBack]Responsible for recruiting over 25 area managers and report human resource manager with new candidates availability, interview dates and times and other possible sourcing avenues
Report weekly and directly to CEO, COO, HR manager, Operations Managers and Area Managers


	Blue Cross Blue Shield of TN
Dual Specialist for Benefits and Claims
	7/1/2008 — 5/5/2012

	Chattanooga, TN
Receive inbound calls from providers pertaining to patients insurance policies and benefits
Review claims and adjust disputes accordingly to needs
Report weekly for adherence and company standards


	U.S. Postal Service
Data Conversion Operator
	1/1/2007 — 5/1/2008

	Chattanooga, TN
Enter computerized mail images into the system effectively without mistakes
Required to type 70wpm with 98% accuracy rate




