	[Pick the date]
Objective: 
Seeking the opportunity to contribute to the success of an organization that strives for excellence, emphasizes positive employee management relations, and targets employee development for company growth. 
HELEN CORDOVA
1660 S Zenobia Way  720-365-4435  hcordova1328@yahoo.com 

Skills
▸Bilingual in English and Spanish 
▸Daily interface with all employees & clients, ranging from medical, warehouse, & office support to corporate level executives. 
▸Develop staff recruiting processes and succession planning 
▸Responsible for Unemployment and Workers' Compensation documentation, filings, and hearings. 
▸Effective recruiting in areas of clerical and light industrial positions including offer letter, pre-employment drug screening and assessment testing as well as orientation. 
▸Skilled in cold calling, prospecting and closing business with prospective clients.
Computer skills: Word 2007 & 2010, Power Point, Adobe, Word,  Excel, Quick Books, Staff Suite, Ultra 32, People Soft, & Marketron Systems.

HELEN CORDOVA
[Type your address]  [Type your phone number]  [Type your e-mail address] 

EXPERIENCE
Liberman Broadcasting-Traffic Assistant/Administrative Assistant  May 2012 – August 2013;
•Assisted Traffic Manager as well as traffic department with  Changes in Board file Log.
Adding & removing, Scheduling, Updating, both returning & existing clients as well as all new clients into Marketron System.
No room for error Detailed Data entry of current updates, commercials, infomercials, paid programming, regularly scheduled programming for entire Colorado coverage areas.
Daily office procedures included but not limited to; Phones, filing, faxing, creating spread sheets, media packets, presentations, Date, time and Roster creation for All company meetings, minutes during meetings, event planning as well as event  judging.

Snap Staffing Services- Recruiter/ Executive Assistant-November 2004~ February 2012:
•Complete entire staffing process of recruitment needed, permanent, temp to hire, and direct hire placements.
•Phone pre-screens,  scheduling, testing, reference checks, were also conducted in •Spanish if needed.
•Background checks & drug screens.
•All placement of classified ads, internet advertising, broadcast faxing, direct recruiting, were also converted into spanish.
•Utilized community events to generate new business leads.
• Implemented business strategies
•Sourced and placed appropriate candidates
[bookmark: _GoBack]•Career fairs, and information sessions held at numerous charity events throughout the year.
•Weekly progress meetings
•Ability to convert notices, un-employment hearings/decision letterss, as well as any job specific procedures or details  into spanish.
•Ensured all employee issues and or concerns were being addressed.
•Organized senior executive involvement in Career Days.
•Facilitated Recruiting Team discussions regarding Management Development & program offers.
•Career networking and skills training in spanish.

Concept One-Housing Specialist-January 1999 – January 2004:
•New & yearly Health and Safety inspections for Adams County housing Authority.
•Daily contact with a diverse variety of clientele.Created and updated excel spreadsheet for record keeping as well as any  prior inspection issues that may have arose.
• Increased number of daily inspections by reducing time frame in each unit. Met all state deadlines in a timely manner.
•Weekly meetings with Department Supervisor for detailed updates, schedule changes, inspection pass/fails and file pick up/drop off. All Inspections were completed thoroughly accurately, professionally & in a timely manner.
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