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Objective
Obtain a talent acquisition position that allows me to utilize my outstanding communication skills and knowledge of recruiting practices.
Education
University of Wyoming
December 2012, B.A. Psychology
· Business Management Concentration
Relevant Coursework
Management and Organization, Organizational Behavior and Leadership, Human Resource Management, Management Innovation and Problem Solving, Management Negotiation and Conflict Resolution, Risk Management, Marketing, Information Management, Computer Science, Accounting, and Psychology courses

Experience
WyoTech | Laramie, WY
Career Services Representative, July 2012 – Present
· Communicate effectively with various employers to attend functions and recruit suitable candidates for open positions

· Contact employers to maintain and develop business relationships with prospective accounts

· Run reports to gather statistics, maintain student profile information, and perform data entry in GoogleDocs, Access, Excel, and CampusVue software

· Provide students with extensive interviewing, resume creation/proofreading, application, and professional development assistance

· Manage and oversee all resume creation and proofreading processes

· Utilize Taleo ATS to create open requisitions and track Federal Work Study program applicants
· Assist with the planning, set up, and commencement of quarterly career fairs

· Prepare appropriate correspondence and memos

· Effectively improved upon reports and created new processes to include resume and interview workshops
· Acquired leadership skills through training four new employees; taught employees how to accurately and efficiently perform the role of a Career Services Representative

· Assisted the director with departmental employee relations to maintain morale through motivational and productivity activities
Peak Wellness Center | Laramie, WY
Individual Rehabilitative Skills Trainer, October 2011 – June 2012
· Supervised a behavioral/rehabilitative after school program for children and adolescents

· Conducted and documented meetings and assessments of children and adolescents ages three through eighteen

· Provided behavioral lessons and rehabilitative services to clients

· Discussed treatment plans with clients and their families

Fantastic Sams | Gillette, WY
Receptionist, Summer 2009 and 2010
· Greeted customers and managed appointment scheduling

· Maintained product orders and inventory

· Performed basic administrative duties

· Completed sales transactions and data entry

Skills
· Excellent memory
· Motivated by challenges and goals

· Organized and attentive to detail

· Skilled in problem solving

· Proficient with computers; capable of typing 80+ wpm

· Microsoft Office experience to include, Word, Excel, Access, and PowerPoint

· Knowledgeable of Taleo ATS and GoogleDocs

· Experience managing social networking sites
References
Available upon request

