Katie Hoffman
90 Linden Street Lewiston, MN 55952 507-676-2336
Katie.hoffman12@gmail.com


Professional Objective:
To obtain a position as a Recruiter at Corporate Management Group that will allow the usage of my strong analytical and self directed learner skills to aggressively seek candidates to fill open positions.

2009-March 2012	Minnesota School of Business, Richfield, MN
			B.S. Health Care Management
			3.66 GPA
Skills:
· Demonstrates Microsoft Office proficiency through completing courses in an online environment
· Deals with customers and clients on all levels with an in-depth ability to find appropriate solutions to problems
· Promotes a team environment through showing initiative to be a leader and help direct the group
· Organizational management skills promoting projects be completed in a timely manner
· Experience managing and adhering to a budget
Experience:
Consumer Directed-Support Services			August 2011-Present
Authorized Representative				Boulder, CO
Working as a Human Resources representative for a client to recruit new employees, handle all employee paperwork including W2, background checks, applications, I-9, managing the budget, scheduling and reference checks.
CNA, Private-Duty					March 2010-August 2012
CNA 							Boulder, CO
Work with an individual dealing with a disease who needs help with her daily activities of living.  Work one-on-one to provide maximum quality care for patient.  I also schedule all doctors’ appointments and manage the function of the household.

CNA, Boulder Manor Nursing Home			February 2010-February 2011		
CNA							Boulder, CO
 Worked in a nursing home to provide care to patients.  Worked alongside nurses, doctors, and administrative staff to enrich the lives of residents and help create independence for the residents.	

Professional Development:		
· CNA certified
· CPR certified
· First-Aid certified
References
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