

August 13th, 2013Michael A. Blair, M.A.
2751 Selkirk Dr. #116 
Burnsville, MN 55337
Michaelalanblair@gmail.com
Phone: 712-330-8176



RE: HR Onsite / Recruiter

Dear: Corporate Management Group

Please review the enclosed resume that highlights my achieved skills and accomplishments. During my 9 years in customer service and my one-year as a recruiter/administrator I have demonstrated people skills, leadership, mastery, and superior work habits, which will be beneficial for your organization in recruitment role.  I would appreciate the opportunity to meet with you to discuss employment opportunities.

Throughout my tenure at Minnesota State University and graduate school at Argosy University, I frequently had the opportunity to refine my industrial organizational psychological tool set. With my continued education and my current position at ORC International, I’ve been able to increase my knowledge of motivation, recruiting, leadership, performance management systems, and job enrichment/satisfaction allowing me to advance to a career in Human Resources. I thoroughly enjoy the responsibility and the challenges involved in my work and appreciate applying my previous experience to new organizational situations.

[bookmark: _GoBack]Thank you for taking the time to review my qualifications. This organization is one of the most innovative and progressive organizations in Minneapolis and St. Paul areas, I would be glad to provide you with any further information necessary and would appreciate the opportunity to interview with you.

Sincerely, 

Michael A. Blair












Enclosure


Objective	My objective is to obtain an intermediate to entry level Human Resources position as a way to enhance my experience, skills & abilities necessary to professionally/personally develop within a reputable organization.Michael A. Blair, M.A.
2751 Selkirk Dr. #116 
Burnsville, MN 55337
Michaelalanblair@gmail.com
Phone: 712-330-8176


Education:	
      2010-	Argosy University 					          	Eagan, MN
      2012	M.A. Industrial/Organizational Psychology    
      2009-	Minnesota State University 				            Mankato, MN
      2010	B.S. Psychology and Minor in Political Science
Experience:
May 2012	ORC International			                                    Bloomington, MN 
        To	Recruiter/Expert Network Administrator 
  Present	As a recruiter/network administrator I recruit new consultants & experts to join 
our Intota Expert Network, as well manage our network & profiles after recruitment.
· Source candidates, screen resumes, contact references, process applications & hiring
· Set expectations and responsibilities related to the job and expert network
· Manage current consultants and experts profiles
· Fit clients with consultants and experts to ensure a mutually beneficial projects/cases
Sept. 2011	Wells Fargo Home Mortgage			             Minneapolis, MN 
        To	Mortgage Specialist 
 May 2012	As a mortgage specialist I assisted 20-40 clients in the process of loan approval, 
working specifically in refinances and corporate relocation. 
· Extended experience in conflict resolution, leadership, and change
· Emphasized customer service, deadlines, detail attention and time management
· Work daily with customer surveys, satisfaction and  formulating reports for employees
August 2003	Jarden: Pure Fishing 	                                   		  Spirit Lake, IA 
        To	Photo Editor/Sales Clerk 
 August 2010	During high school and college I worked as a sales clerk & photo editor for our 
eBay account. 
· Worked with cash flow and maximization of time management skills 
· Implemented positive employer-employee relationships
· Developed profound organizational skills
June 2009	Echo Plus						                Spirit Lake, IA
       To		Internship: Personal Assistant
August 2009	Echo Plus’s goal is to assist mentally handicapped individuals in both their lives 
at work  and outside of work. 
· Mentored employees & assisted with self-esteem concerns, motivation, and work-life balance
· Helped developed individuality with the people’s job and life skills
Skills: 	
· Employee Relations & Change/Culture Management
· Very determined mindset to achieve desired goals and missions
· Performance Management, recruitment skills, resume screening, interviewing job applicants, formulating applicant assessments and skilled with leading others to job enrichment/satisfaction, survey setup/analysis
· Proficient in Microsoft Word, Excel, Power Point (presentations), Spreadsheet skills and excellent SPSS Skills
· Excellent interpersonal and written/oral communication skills, problem solving, interpersonal skills, attentive to detail and multitasking

