Amanda G. Bell
7983 East 131st Pl
Thornton, CO 80602
Cell Phone: 720-495-6183
amandabell1988@yahoo.com
__________________________________________________________________________________________________________
ROCKY MOUNTAIN MARKETING - Denver, CO						                        (May 2012 – Present)  
Established in 2011, Rocky Mountain Marketing is an outsourced direct sales and marketing firm for fortune 500 companies.  Our current client portfolio includes Staples, Medical Arts Press, and Century-Link.   

Human Resources/Recruiter
Key Accomplishments
· Top recruiter nationwide for four consecutive months.
· Developed and implemented more efficient hiring strategy that became the model for all other offices.
· Created college graduate program that lead to a consistent candidate referral source. 
Primary Responsibilities 
· Coordinate all phases of the hiring process including recruiting, pre-screening and identifying applications/resumes, conducting phone screenings, preliminary interviews, schedule and coordinate subsequent interviews with hiring managers. 
· Established recruiting requirements for the organization through studying and discussing with management 
· Determines applicant requirements by studying job description and job qualifications
· Responsible for all staff recruitment including, maintaining and developing position descriptions both internally and externally through effective use of job boards, databases, Career fairs, and website. 
· Developed and maintains relationships with State University Career Centers for recruiting new talent.
· Handles all new hire related paperwork including offer letters, scheduling drug screenings, background checks, employment verifications, and processing new hire paperwork. 
· Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements. 
· Manages new hire orientations, scheduling, monitoring, and coaching employees.
· Improves organization attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks. 
· Arranges management interviews by coordinating schedules. 
	
COACTION MEDIA – Denver, CO							                            (January 2009 – May 2011) 
Coaction Media, founded in 2007, specializes in ecommerce marketing and fulfillment.  They currently focus on health and beauty products in all English speaking markets globally and have a head count of 18 fulltime employees.

HR Assistant/Recruiter

Key Accomplishments
· Developed and implemented recruiting strategy to build customer service and IT departments that were previously outsourced.
· Worked with management to create all current policies and benefits including PTO, health insurance, new hire performance review, payroll guidelines, and all job descriptions.   

Primary Responsibilities      
· Actively participated in all staffing related activities and engage in cross functional projects.
· Responsible for talent acquisition, staffing, and employment processing.
· Processed payroll for all employees, and managed and maintained employee files.
· Conducted recruitment effort for all exempt and nonexempt personnel, students, and temporary employees.
· Managed and created job descriptions on job boards.
· Created and implemented employment marketing strategies to attract passive job seekers.
· Developed strong relationships and partnered with hiring manager, business leaders and HR.
· Worked closely with Hiring Managers to maximize effectiveness of recruiting process.
____________________________________________________________________________________________________________________
EDUCATION
Metropolitan State University of Denver
Bachelor of Arts in Behavioral Science, May 2013
Minor: Sociology
Overall GPA 3.2/4.0
COMPUTER SKILLS:   Microsoft Windows, Internet Proficient, Power Point, Excel, Word, Outlook, ATS, PAYCHEX, Career Lister, Quest Diagnostics, Sterling, Job Database.
