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Summary of Qualifications
Human Resources Recruiting professional with progressively expanding experience in a variety of fast-paced and high pressure environments. Effective communicator capable of developing relationships to promote corporate objectives. Independent self-starter who excels in a team environment. Key skills include:
· Strong customer service background, adept at creative problem solving.
· Capability to manage multiple projects simultaneously while meeting tight and often inflexible deadlines.
· Experience utilizing various computer skills, including Microsoft Office programs (including Word, Excel, PowerPoint, SharePoint and Visio), Adobe Professional, internet searches (including Boolean) and Applicant Tracking Systems (including Taleo and PeopleSoft).
· Proficient in speaking, reading and writing Spanish.


Education
University of Colorado, Boulder, CO					                      08/2002—05/2007
     Bachelor of Arts, Sociology
· Semester Abroad in Dominican Republic, 2006


Work Experience
TIAA-CREF, Denver, CO							         10/2010—06/2013
Financial Services provider with an emphasis on helping those in the academic, medical, cultural, governmental and research fields plan for retirement and other life’s goals.
     Human Resources Associate		10/2012—06/2013
Assisted in building efficiencies across the Human Resources Relationship Management (HRRM) area. Worked with individual RM teams to implement specific HR-oriented solutions for their business areas.
· Served as project coordinator and provided project execution for the broader HRRM team.
· Tracked and analyzed data on a variety of HR metrics.
· Assisted with the creation of client communications and calendars related to key HR processes.

     Talent Acquisition Associate		10/2010—10/2012
Partnered in managing talent acquisition activities and building candidate relationships. Supported the recruiting function and new hire process for the talent acquisition team in a virtual environment.
· Assisted in the hiring process including scheduling interviews, coordinating background checks and drug screens and monitoring applicant tracking system (Taleo).
· Reviewed processes, identified issues using root cause analysis and designed and implemented solutions. Created Standard Operating Procedure (SOP) documents for various Talent Acquisition processes; included updated processes to conform to OFCCP regulations.
· Selected to participate in both the LEAN Talent Acquisition Initiative 2011 and HR Transformation New Hire Team 2012 to work on teams to identify issues, design plan and carry out prototype to test solutions.
· Interviewed, selected and trained contract Schedulers and TA Associates.
· Assisted team with introducing and implementing the E-Verify process throughout the company. Documented new process for E-Verify.
· Special projects/committees: Improved Communications team, Onboarding Communications team, Career Site update, Culture Survey Action Plan team, background adjudication process, Social Media project, RFP (Request for Proposal) team for RPO (Recruitment Process Outsourcing) vendors.
· Recognition/awards received for: NCC (National Contact Center) team, LEAN team, Campus Recruiting team, Best Process Improvement team and Best Detail Oriented.


Various Companies							                      11/2007—10/2010
Employed by staffing firms and corporate companies doing contract and full-time roles. Companies include Raytheon, Verizon Wireless, American Residential Communities, Job Store Staffing and Corestaff Services.
     Human Resources Recruiting
Responsible for full life cycle recruiting in fast paced, dynamic environments for bilingual and non-bilingual candidates, in exempt and non-exempt positions. 
· Worked closely with hiring managers and clients to develop strategic staffing plans to meet the needs of the company/division/department.
· Posted, screened and tracked job openings.
· Attended career fairs and networking events to strengthen the company brand and source candidates.
· Negotiated compensation packages with candidates and hiring managers.
· Checked references and performed extensive background checks.
· Created employee files for new hires and maintained filing in compliance with federal and state law and company policies. Performed E-Verify checks.
· Managed up to 30 contract employees weekly and counseled them on employee conduct and policies. 
· Conducted new hire orientation (issuing badges, administering packets, etc.).
· Created and maintained weekly and monthly reports for various managers and departments.
· Responded to, challenged and defended all company unemployment claims with successful outcomes.


ProCall Solutions/United First Financial, Santo Domingo, Dominican Republic	         05/2007—10/2007
Provider of customized call center services for various companies and products. 
     Client Support
Assisted clients who had purchased a mortgage software program with related technical and support issues. Worked in a call center in Santo Domingo supporting a financial services software company based out of Utah.
· Recommended financial solutions to help the clients enhance the software’s effectiveness.
· Set up clients’ budgets within the software.
· Resolved client issues with the software or with their budgets.


Sun Microsystems, Inc., Broomfield, CO 				                      01/2005—08/2006 International company which sells computers, computer components, computer software and information technology services. 	
     Service Implementation Specialist
Reviewed contracts between Sun and customers/partners, made corrections (rules, laws, and other specifications had to be adhered to, with much research done for compliance purposes). Worked out of the Broomfield campus in the Finance department.
· Worked with different computer programs simultaneously to compile data and complete each contract.  
· Calculated contracts and applied discounts.  
· Consistently met and exceeded the minimum requirement of completing 15-20 contracts per week.


