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HIGHLIGHTS OF QUALIFICATIONS
· Consistently able to initialize new vendor relations for the purpose of obtaining strong business relationships. 
· Establish customer relationships built on trust, credibility, exceptional customer service and responsiveness. 
· Strong Vision and proven ability to achieve ambitious goals. 
· Energized by challenges and the opportunity to make a difference with customers, staff, and the company. 
· Highly skilled at negotiating favorable contract terms. 

PROFESSIONAL EXPERIENCE 

Alta Colleges   Westminster, CO 
Master Admissions  Representative    09/2008 -06/2012    
· Heavy outbound phone contact with company and generated leads.
· Conduct interviews with prospective students via the phone.
· Quoting tuition prices, terms, conditions as set forth by the College.  
· Assisting with the completion of online enrollment paperwork and follow up with candidates throughout the follow-up process up to include active attendance in school.
· Acting as a liaison between the student and appropriate College departments to facilitate a best in class student experience. 
· Communicating with students prior to the class start to identify potential concerns and facilitate solutions.
· Remaining in contact with students throughout their program in order to assist them in becoming successful graduates. 
· Maintaining a high level of productivity to meet and exceed established Admissions goals.  
· Outsource and recruit new talent for the organization.
· Operating within the highest ethical standards and integrity in all aspects of the position.
· Participated in several focus groups and subcommittees to troubleshoot and participate in project focus activities. 
· Pod Captain mentored and coach up to five people at a time.
· Created and administrated Admissions Mentor program.  
· Achieved Elite status with in Organization.
· Leadership Award

Talent Tree   Denver, Co   Workforce Consultant 03/07- 08/08
· Total P&L responsibility including forecasting and maintaining yearly & monthly budgets.
· Daily interface with all employees and clients, ranging from office support to C-level executives.
· Develop staff recruiting processes and succession planning.
· Responsible for Unemployment and Worker’s Compensation documentation, filing, and hearings.
· Effective recruiting of all clerical and light industrial position including support staff to C-level Executives in the following industries: Oil & Gas, Insurance, Financial, and Manufacturing.
· Successfully recruit  Direct Hire positions such as HR professionals and Engineers (including Manufacturing, Mechanical,  Design, and Civil)
· Responsible for Employee on boarding including offer letter, pre-employment screening and assessments, and orientation. 
· Skilled in solution selling.
· Skilled in increasing sales within existing clients through product knowledge and development.
· Skilled in cold calling, prospecting and closing business with prospective clients.
· Experience in increasing sales within existing clients through product knowledge and development.    

 SOS Staffing      Longmont, CO    Staffing Manager   11/05- 02/07
· Monitor temporary employee attendance and performance.  Coach and Counsel Temporaries to ensure quality performance and job satisfaction for both employee and client.  Troubleshoot to resolve the problems or complaints of customers and temporaries.
· Managed the temporary staffing process, including all aspects of interviewing, prescreens, testing, reference and background checks and recommending candidates for hire and payroll processing. 
· Effectively dealt with Worker’s Compensation and Unemployment issues. 
· Coordinated with Professional Division on Direct Hire Process.
· Managed Payroll on a daily basis and prepared for Audit.
· Maintain client relations through effective salesmanship and customer service 
· Coordinated recruitment initiatives including placement of classified ads, Internet advertising, broadcast faxing, direct recruiting, career fairs.
· Troubleshoot to resolve the problems or complaints of customers and temporaries. 
·  Increased Clerical Positions by 110%.
· Area sales for Construction and General Labor as needed.  
· Utilize community events to generate new business leads.
Corporate Express   Broomfield, CO   CMIF Coordinator 11/04 08/05 
· Maintain data between CIM and ISIS with add, change, and delete requests.
· Assist divisions with requests of product maintenance of all items. .
· Ensure all requests are met within a 24-hour period or the division is updated to the status of the resolution if required.
· Ensure all suppliers are in compliance with scheduled price increase/decreases.  
· Maintain clear communication between all departments relating to CMIF.
· Provide reports and queries as requested. Provide answers to non-database users.
· Work directly with AP to resolve any pricing discrepancies.
 Manpower   Louisville, Co     Staffing Specialist 07/03- 11/04
· Managed the temporary staffing process, including all aspects of interviewing, prescreens, testing, drug screening, reference and background checks and recommending candidates for hire and payroll processing. 
· Monitor temporary employee attendance and performance using the phone and Quality Performance Program. 
· Maintain client relations through effective salesmanship and customer service. 
· Coordinated recruitment initiatives including placement of classified ads, Internet advertising, broadcast faxing, direct recruiting, career fairs, extensive networking in North Denver, Louisville and Boulder areas. 
· Coach and Counsel temporaries to ensure quality performance and job satisfaction 
· Troubleshoot to resolve the problems or complaints of customers and temporaries 
· Utilize cold calling and leads groups to develop new business. 
Adecco     Westminster, CO   Staffing Supervisor 02/00 – 06/03
· Managed the temporary staffing process, including all aspects of interviewing, prescreens, testing, reference and background checks and recommending candidates for hire and payroll processing. 
· Effectively dealt with Worker’s Compensation and Unemployment issues. 
· Coordinated recruitment initiatives including placement of classified ads, Internet advertising, broadcast faxing, direct recruiting, career fairs, extensive networking in North Denver.
· B2B sales as needed.
· Increase profitability by 270% in a three-month period. 
· Drove total hours and gross profit margin to an all-time company high for the Westminster branch. 
· Ensure client satisfaction and investigate and resolve complaints. 
 Bid4Vacations.com   Westminster, CO    Auction- Coordinator/Vendor Relations   04/97- 01/00 
· Establish opening bid price for each product based on policy. 
· Responsible for reports of all products. 
· Maintain new vendor records and accommodate the needs of the vendor. 
· Manage all products in an Access-based database. 


EDUCATION
Jones International University    MBA    (Anticipated Graduation 2014)

CSU-Global 
Bachelors of Science   Business Management   2011
