Amanda Duncan

1250 Galapago St, Denver Co  80204  
720-212-6962 

amanda.duncan0@gmail.com


Skills
- Computer proficient in Microsoft Office and other software (Word, PowerPoint, PeopleSoft, etc.)
- Driven individual with exemplary planning and organizational skills, with a high degree of detail orientation
- Resourceful team player who excels at building trusting relationships with customers and colleagues

Related Experience
Hudson Highland Group- Recruiter 5/2011- Current
- Identify potential candidates through an internal database, candidate referrals, networking, web sourcing, and social media sites.
- Primarily sourcing mid-senior level IT professionals.
- Working on multiple job openings with high volume clients such as Blue Cross Blue Shield
- Keeping up with a growing pipeline of qualified candidates and managing relationships.
- Develop and execute tactical sourcing strategies to generate candidate flow and meet overall recruiting goals.

- Call, screen, and qualify candidates.

- Primarily supports Chicago and Tampa offices remotely.

- Utilize PeopleSoft as internal database and applicant tracking system to manage candidates.

 
Wells Fargo/Financial- Personal Banker/Credit Manager 5/2010- 5/2011
- Called Customers and Non-customers, sold what Wells Fargo has to offer.
- Helped customers find ways to reduce debt, finding Wells Fargo products to help their lives.
- Solved service issues that customers had with accounts.
- Built rapport with customers and earning trust, customer service.
- Abided by legal limitations and strict guidelines.
- Maintain pipeline of customers and manage relationships using applicant tracking system.
 
Vice President of Public Relations and Recruitment Alpha Sigma Alpha
- Lead all sorority members in a successful formal recruitment and enhancing their continuous yearlong recruitment skills

Education
University of Northern Colorado
Bachelor of Arts and Human Communication
-Major in Human Communications, Minor Theatre Studies
Additional Experience
Gunther Toody’s- Server 05/2007- 06/2010
-          Related to customers, recommended selections, relayed messages to managers, was a leader to newer employees, excellent communication, managed cash transactions and a personal bank of money
Wiebking Hall- Front Desk Attendant 01/2006- 01/2007
-          Portrayed a positive face of the University at Wiebking residence hall, assisted residents with any needs, was on call for any emergency, helped the residence hall organizationally, customer services
