JORAE A. HOHNHOLT
8753 West Cornell Avenue Unit 4
Lakewood, CO 80227
303-551-5786  •  joraeahohnholt@gmail.com


OBJECTIVE:  Dedicated human resources professional looking to obtain a position within a dynamic company that will enable me to utilize my strong organizational skills, continuous desire to learn, and my ability to effectively interact with a diverse group of individuals.  

EDUCATION:
Metropolitan State College of Denver
· Bachelor of Arts Degree in Speech Communication – Graduated December 2010

PROFESSIONAL EXPERIENCE:
Head Team Coordinator/Human Resources Administrator, Lakeshore, Greenwood Village, CO – July 2011-present
· Initiate criminal background, credit, and education checks using different employment screening companies
· Complete I-9 verifications in accordance to government standards using E-Verify
· Train and supervise new team coordinators
· Conduct candidate references
· Generate monthly expense reports for each employee in the office
· Verify past employment for inquiring companies
· Manage weekly payroll for all candidates
· Input candidate information into internal Bullhorn system
· Answer main phone line and direct calls
· Maintain high confidentiality and assist candidates with new hire paperwork
· Complete all pre-employment requirements for a large oil and gas client, including initiating backgrounds, drug screens, physicals, references, as well as communicating regularly with their HR Analysts, Recruiting Coordinators, and candidates
Internal Full Time Team, Lakeshore, Greenwood Village, CO – May 2011-July 2011
· Represented Lakeshore by performing temporary administrative work and special projects for clients
· Successfully developed professional relationships with individuals at each assignment

VOLUNTEER WORK:
Metro Denver Partners, Denver, CO – July 2009-November 2009
· Volunteered as a one-on-one mentor
· Demonstrated positive influence by providing appropriate advice, tutoring services, and time
· Effectively communicated with supervisor, child, and child’s family

OTHER WORK HISTORY:
Live-out Nanny, Littleton, CO – January 2008-May 2011
· Provided child care 50-plus hours weekly, and 30-plus hours weekly during the school year 
· Multitasked in an often stressful environment and demonstrated flexibility by adapting to family life

COMPUTER SKILLS:  Proficient in Microsoft Word, PowerPoint, Excel, Outlook, and Internet Explorer
