	Karina Gurrola

Aurora, CO 80011

(303) 905-5486
	Seeking to become part of an organization where I can learn and integrate myself into many areas of the company while incorporating professional and personal skills such as communication, teamwork, and interpersonal skills in order to be a strong asset to your organization.
WORK EXPERIENCE
The Select Family of Staffing Companies ׀ Denver, CO

Bi-lingual Personnel Supervisor February 2013 – Present 

· Responsible for making pre-screening phone calls, interviewing candidates, processing new hire paperwork, performing reference checks, presenting employment opportunities, administration of background checks and drug screening processes.
· Assist our Spanish speaking associates with the hiring process 
· Create job descriptions and posting for our clients for sites like Monster, Career Builder, and SnagAJob.

· Develop and maintain successful client relations

· Schedule and coordinate employees

· Communicate consistently with clients to ensure that our employees’ work is completed satisfactorily and to stated expectations
· Assess overall performance of approximately 50 warehouse/ production/ clerical personnel weekly.

· Conduct project start-up orientations

· Constant recruiting activities such as posting flyers, referral bonuses, etc.

· Supervise, counsel and guide employees.

· Process worker’s compensation claims.

· Administration of I-9 Express to Authorize employment

· Administrative Assistant August 2012 – February 2013
· Answered up to nine lines at a time serving as a gatekeeper for the recruiters and manager in the office

· Screened walk-in and online applicants to make sure they met our hiring criteria

· Responsible for ordering supplies and making sure everyone in the office was well equipped 

· Performed inventory once a month; paper applications, I-9’s, W-4’s, etc.

· Submitted all daily, qualified applicant reports to recruiters.

· Accountable for overall hiring process

· Provided administrative support for 3 recruiters, 1 payroll clerk, 1 branch manager, and 1 executive sales representative.

· In charge of generating and mailing out invoices for clients

· Scanning and updating employees’ information on data base

· Learned to process weekly payroll for over 200 employees on assignment

Education Sales Management׀Highlands Ranch, CO

Education Consultant December 2010 – April 2012 
· Provided potential students with information on the college and career of their choice

· Linked these students with Assistant Directors of Admissions for further enrollment information

· Kept track of the number of transfers made each week and worked on exceeding those numbers
· Spoke with parents as well in regards to any questions or doubts in their child’s career path

EDUCATION
· Kaplan College – Medical Billing and Coding Certificate
SKILLS/ QUALIFICATIONS
Proficient in Microsoft Office (Word, Excel, Outlook, Power Point) ׀ Professional Work Ethic and Customer Service Skills ׀ Bilingual; English and Spanish ׀ Excellent Communication and Presentation Skills ׀ Thrive in a Team-Oriented Atmosphere ׀ Reliable and Punctual ׀ Extremely detail-oriented ׀ Great Organizational Skills


