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[image: image1.wmf]Known as a dedicated, results-oriented recruiter with the ability to quickly build rapport at all levels; Successful track record of recruiting all levels of employees in IT, customer service, engineering, managerial, healthcare,  and food services.
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Strayer University - BS - Business Administration
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Human Resources Certificate   MSEC



Mediation Certification 2008
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Recruiter for the Allen Company 2014

· Source, screen and identify candidates for open positions

· Maintain multiple manager’s calendars

· Write and post jobs on a variety of job boards, depending on position

· Phone screen candidates and set up interviews

· Respond quickly and professionally to inquiries for job openings

AMERICAN FURNITURE WAREHOUSE

Sales Associate   2012 – 2013
· Answer customer questions and provide education on furniture of interest – commission based

· Follow up on items previous customer has interest in

· Resolve customer complaints quickly in accordance with company guidelines

· Accurately enter item number and customer number for purchases as well as sale prices & markdowns

· Keep area clean and safe during shift; fill out forms on broken furniture 

BAMBOO PIPELINE FIELD SERVICES
Office Administrator   2010-2012

· Process monthly payroll and taxes 
· Reconcile all payroll and tax accounts

· Prepare monthly and annual spreadsheets for CPA

· Track all expenses and payments

· Recruit and Hire Oil and Gas personnel for contracts

CENTERPLATE CATERING @ Colorado Convention Center– Denver, CO
HR Generalist 2007-2009
· Trained all department managers on new procedures and processes for consistency with disciplinary actions
· Drove mediation of employee and management disputes to resolve without legal action or third party involvement; Conducted investigations reducing internal risk from policy violations, workplace violence, substance and alcohol abuse, theft, sexual harassment, discrimination and retaliation.
· Represented the interests of the employees, managers and company to balance the resolution process providing fair, consistent and equitable solutions regarding complicated employee relations’ issues
· Managed payroll reporting for over 500 employees at 5 different locations
· Set up and maintained recruiting efforts for food and beverage positions
HEALTH INVENTURES – Broomfield, CO

Special Contract Recruiter 
2007
· Overhauled recruiting department and designed new process and procedures for managing staffing in only six weeks
· Partnered with advertising agency for branding recognition aiding in the recruitment of hard-to-fill positions in ambulatory/surgical centers 

HERITAGE CLUB OF DENVER – Denver, CO

Human Resources Generalist   2006
  

· Assist in development and implementation of policies to meet organizational needs and monitor budget

· Produce accurate bi-weekly payroll for 170 people

· Researched local market rates for positions to assess relationship to organization compensation plan, determining if and where pay adjustments should be considered

· Facilitates and oversees human resources functions such as recruitment, new hire process and orientation, performance reviews, benefit education and administration, safety and workers' compensation administration, employee relations, and education initiatives

· Conducts necessary investigations on employee relations issues and advises management on appropriate resolution; Represent community in legal proceedings, unemployment hearings and workers' compensation settlements.

· Implement and monitor workers' compensation program, while reducing claims by 22%
GONZALES CONSULTING SERVICES – Denver, CO

Contractor – Financial Analyst 2003-2006
· Reduced fuel consumption in each state by 35% over a three year period

· Successfully launched a reconciliation of aging accounts saving over 2 million dollars in expenditures;
· Developed a program of training field personnel on new and improved procedures reducing field turnover by 28%  

UTI STAR GUIDE – Arvada, CO

Human Resources Generalist 2001-2003 
· Drove the recruiting and hiring process to include sourcing, advertising, screening, interviewing, recommending, reference checking and making job offers to internal and external applicants for professional, mid and upper management as well as manufacturing personnel in CO, CA and Dublin plants

· Provided leadership in driving the training requirements in collaboration with managers and directors, scheduling and tracking resulting in company ISO certification

· Designed and implemented a new mentor program to aid in retaining key personnel; created and delivered leadership development initiatives for line, middle and senior level personnel

· Advised and assisted management in appropriate resolution of employee relation’s issues

· Coordinated and participated in the creation of a training grant from RRCC saving the company over $32K in training costs as well as 27 jobs
· Implementation of two HRIS software systems
Previously held positions to source, recruit, negotiate salaries and initiate job postings:

Best Western Hotels – IT and Help Desk Personnel and CSR’s for call center
Olsten Staffing – Customer Service for call center 

BF Goodrich – Engineers for Explosives and Sr. Management 
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