Jillian DuGuay

40 Como Road
Hyde Park, MA 02136

Cell Phone:  (781) 408-9766

E-mail: jpromisel82986@yahoo.com
Skills

· Proficient with Taleo, Kwantek, Microsoft Word, Excel, Power Point, Outlook, Lotus Notes, Internet Browsers, EVerify, Q4, Social Media Websites
· Excellent customer service skills both face-to-face and via telephone; ability to work under pressure in a fast-paced environment; administrative skills, self-driven and motivated team player; ability to adapt and learn new skills quickly and efficiently.
Professional Experience

Northeast Security-through King & Bishop, Newton, MA
May 2013-Present

Contract Corporate Recruiter
· Manage a consistent, high volume flow of qualified candidates through active and passive sourcing methods

· Review qualifications, resumes and conduct interviews with potential candidates to qualify work history, training, education and job skills as related to open positions
· Bring qualified candidates into the office to conduct interviews and determine whether to send them to meet with supervisors at the sites
· Handle any incoming inquiries from candidates regarding open positions

· Guide candidate throughout the hiring process via systematic check-in points

· Manage candidate expectations throughout the interviewing and hiring process

· Maintain an ongoing relationship with candidates throughout the process

· Conduct online administration of candidate profiles within Client Applicant Tracking System (ATS)
· Make sure all paperwork that is needed for hire is completed and follow up with candidates and/or present employers to verify any missing information.
· Work hand in hand with Client Managers, Account Managers and Site Supervisors to determine what shifts need to be filled at each client site and what avenues the recruiting department will use in order to get it done

· Conduct client visits to meet staff on-site and to get a feel for each site in order to determine the best fits

· Lead new hire orientation once a week for all employees new to Northeast.  This includes showing them videos and going over their test results, completing any paperwork that is still needed in order to make them official employees and making sure they have their uniforms, ID Badges and training/work schedules
· Making sure the list of Open shifts is always up to date so that needs to can see what we have filled and what still needs to be filled
· Participating in weekly staff meetings with all departments to make sure everyone is on the same page
Seven Step RPO- General Motors IT Account, Boston, MA
November 2012-May 2013
Talent Acquisition Recruiter

· Manage a consistent, high volume flow of qualified candidates through active and passive sourcing methods

· Review qualifications, resumes and conduct interviews with potential candidates to qualify work history, training, education and job skills as related to open positions

· Handle any incoming inquiries from candidates regarding open positions

· Respond to hiring manager/candidate requests in a timely manner

· Guide candidate throughout the hiring process via systematic check-in points

· Manage candidate expectations throughout the interviewing and hiring process

· Maintain an ongoing relationship with candidates throughout the process

· Conduct online administration of candidate profiles within Client Applicant Tracking System (ATS)

· Manage assigned requisitions and candidate flow on a day to day basis

· Conduct status calls with hiring managers to check the status of open requisitions and go over concerns the department has
· Schedule phone interviews in Lotus Notes and work with the coordinators to schedule in person interviews
· Extend offers and perform salary negotiation, if needed.  Work with coordinators to make sure offer letters and orientation packets go out on time
Express Employment Professional, Braintree, MA

August 2012 - November 2012
Staffing Consultant
· Interviewed and qualified candidates for positions with client companies
· Specialized in the placement of light industrial, skilled and unskilled general labor as well as office, administrative and customer service including temporary, temp to perm and direct hire candidates
· Provided excellent service, both over the telephone and in person, to both clients and associates while maintaining relationships with both
· Handled all front desk coordinator responsibilities including answering the telephones, greeting associates and clients, checking new associates employment verifications and eligibility to work in the United States with EVerify, as well as ensuring that the office was always clean and presentable
· Processed job orders from clients as well as fill them and try to build both our client base and associate base
· Tried to find both active and passive candidates using LinkedIn, Twitter, Facebook and job search sites such as Indeed and Careerbuilder, etc.

HarborOne Credit Union Brockton, MA



November 2005 – August 2012
Indirect Lending Representative   



February 2007 - August 2012
· Provided excellent customer service via telephone and occasionally in person to customers that included numerous car dealers; handled telephone calls from customers when the Consumer Lending Department was busy
· Balanced loan payouts and ensured that payment information was distributed to the Finance Department so the customers could be paid in a timely manner
· Entered loan figures and data into our lending computer system, Velocity and lease figures into Seamless
· Received packages from FedEx and UPS and sent out packages through Harbor One’s UPS account
· Organized loan notes and documents to facilitate retrieval by the Loan Servicing Department
· Uploaded new loans into the Credit Union’s computer system
· Developed Excel spreadsheets for certain lists the department needed as well as sending out letters to customers about changes in loans/leases
· Filled in a supervisor when the unit’s supervisor was absent and helped train new funders
· Completed additional tasks delegated by my supervisor and manager

Loan Customer Service Clerk   




October 2006 - January 2007

· Provided excellent customer service to our members with loans via telephone
· Ensure that all loans were disbursed into the banks system correctly, processed loan payments and payoffs, processed skip a payments/loan extensions and scanned documents into computer for easier filing
Teller   







November 2005 - October 2006
· Provided quality customer service while handling customer's transactions in the lobby and drive-thru window
· Acted as the customer’s first point of contact when they arrived at the branch and directed them to the best person to assist them as well as utilizing “upselling” techniques in an attempt to convince customers to open  additional accounts with the credit union.
Education

New England College of Business and Finance

Associates Degree in Science in Business Administration

Graduation:  June 2011  (GPA: 3.47)
Additional Work Experience

Gymnastics Academy of Boston, Norwood, MA

Gymnastics Coach 





September 2012 – February 2013
· Instruct pre-school and grade school beginner and intermediate level gymnastics classes
· Teach students skills that can be applied, not only to gymnastics, but to everyday life as well.

· Coach a cheer/tumbling class for girls who want the tumbling aspect without the other events so they can utilize the skills for dance and/or cheerleading.

· Host and manage birthday parties for approximately 20 children where we engage in fun activities in the gym and then assist with actual birthday party.
Academy of Gymnastics, Stoughton, MA

Gymnastics Coach  





September 2007 - March 2008

· Instructed both beginner and pre-competitive level gymnasts and co-coached competitive level gymnasts

· Guided young girls/ woman to fulfill the goals they set for themselves as gymnasts.
