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SUMMARY OF QUALIFICATIONS
Bilingual Operations Manager with over eight years of experience in Human Resources.  I have managed up to 5 internal employees and over 300 full and part-time external employees.   Over six years in Customer Service experience which included but not limited to placing orders over the phone as well as assisting customers in person to make sure that their needs were met.  I am a Certified Forklift Trainer and currently CPR certified as well.

Human Resources			Customer Service	Bookkeeping
Coordinating interviews			Greeting customers	Quick books (AP/AR)
Orientation for new hires			Placing orders		Organize receipts
Enter new hire information 		Troubleshooting		File paper work
Assure good business with clients		Credit memos		Deposits
Compare timesheets for payroll      	Return Procedures		Payroll

Professional Experience
AccountAbilities, Inc / Corporate Resource Services, Auburn, WA							2010-08/2013
Sr. Staffing Coordinator / Office Manager / Area Operations Manager for NW Region
Report to NW Vice President of Sales and responsible for recruiting, hiring and placement of new employees.  Including sourcing, placing ads on the internet, setting up appointment to get registered, and interview.  Calling clients to check in and see if they need extra staff.  Warm calling to current clients and see if they have any new needs or projects we can help with.
	-  Recruiting for skilled and non-skilled position
	-  Screening and setting up appointments for potential candidates
	-  Performing on site drug screening
	-  New employee orientation video and brochure
	-  Preparing and processing payroll for both internal and external employees on a weekly basis
-  Visited client sites on a daily basis to check in employees and follow up with client in regards to any concerns or changes
	-  Answering the phones 
	-  Filling out and completing unemployment claims as well as DSHS request forms 
	-  Managed office staff of four employees, plus supervising 300 plus external employees
-  Implemented safety programs for our clients based on specific client sites as well as prepared and presented internal monthly safety meetings per OSHA
-  Prepared requested reports from clients which included but were not limited to weekly payroll, monthly payroll, turn over, workers compensation, etc...
-  Process all workers comp claims which included full investigation (witness reports, pictures, and employee injury report) and then filing claim via email.
	-  Updated our Workers Comp representative to make sure claims were updated and closed
	-  Certified forklift operators for our clients
	-  Ordered safety supplies which included gloves, non-slip shoes, safety vests, drug screen kits
	-  Submitted expense reports to corporate office for processing
	-  Completed I-9 form and processed E-verify along with background checks for ALL employees
	-  Also have security clearance through the Transportation Security Administration

SmartTalent , Fife, WA								     2008-2010
Personnel Supervisor 
Reported to Branch Manager and was responsible for recruiting, hiring and placement of new employees.  Including sourcing, placing ads on the internet, setting up appointment to get registered, and interview.  Calling clients to check in and see if they need extra staff.  Cold calling on the phone as well as in person to future prospects providing them with information about the company to get new business. Warm calling to current clients and see if they have any new needs or projects we can help with.
· Placing ads on Career Builder / Work source
· Setting up appointments for future candidates to come in and get registered
· Answering phones and providing information to current and new employees
· Faxing, scanning, and making copies
· Entering applicants data into our computer system
· Setting up appointments with new prospects and existing clients to tour/ quality control
· Discipline up to including employee terminations
· Employment Verifications
· Made cold calls to new prospects as well as dropped off information

Nextaff, Aurora, CO								    2005 – 2008
Account Manager
Reported to Office Manager, responsible for all aspects of an assigned client: including sourcing, interviewing and hiring qualified candidates for open client positions.  Also responsible for answering incoming phone calls, data entry, filling, etc. 
· Recruiting and advertising duties
· Interviewing applicants for placement or disqualification
· Visiting client sites for quality control
· Customer service via phone and in person with employees, applicants and clients
· Discipline up to including employee terminations
· Scheduling of temporary staff
· Duties as assigned and ability to complete in a timely manner
· Comparing timesheets with schedule to process payroll correctly

Qualifications Summary
-  Manage over 300 employees every day through, Account Manager / Recruiter
-  Investigate and resolved conflict and discipline issues resulting in written / verbal warnings
-  Calculate and compare timesheets to the schedule for accurate payments
-  Update the system to make sure we have accurate and updated information about new hires and current        employees
-  Bilingual English / Spanish
-  Recognitions for perfect attendance / 100% quality control
-  Provide necessary information to current employees about policy changes
-  Work well with others in any situation that arises
-  Generate reports of new applicants to post to the correct positions 
-  Certified Forklift Trainer
-  CPR certified
-  Implement new hire packets and procedures
-  Implement safety plan for client locations
-  Communicate with clients in regards to all employees both verbally and via email.

Education and Professional Development
Business with an Emphasis in Human Resources
Community College of Aurora, Aurora, CO

Certified to Interpret and Translate
Pueblo Community College, Pueblo, CO














