Jessica Kirk

3407 E. 115th Drive

Thornton, CO  80233

720-935-9137
jessicakirk3@hotmail.com

Background Summary

A well organized professional with proven staffing, recruiting, and management knowledge and abilities.  I have Experience in marketing and sales, as well as administrative, customer service and computer skills.  I can demonstrate ability to be versatile and multi-tasked. I work with exceptional interpersonal and communication skills on all levels.  Customer service orientated and diplomatic and tactful at all levels as well as a very effective public speaker.
Professional Experience

Alta Colleges- Redstone College






7/08-Current
Sr. Admissions Representative

Assistant Director of Admissions

· Accountable for following compliant guidelines appointed by the Attorney General for non-profit colleges in the recruiting and the retention of students in the areas of Aviation, Wind Energy and HVAC/R career fields.  
· Problem-solved to help national and campus students to relocate to Colorado. 
· Managed 2 representatives as well as helped the Director of Admissions as needed with the entire Admissions team of 10-12 representatives.
· Calls on warm leads up to 200 per day, interviewing and moving through the enrollment process, housing, financial aid process, until 2 weeks in school.  Retention follow up on current students.
The Specialist Group







3/08-7/08

Client Representative

· Handled all marketing and sales of current and prospective clients.
· Made cold calls to past, current and prospective clients of staffing programs for temporary, temp to hire and direct hire.
Alta Colleges-Redstone College






8/07-11/07
High School Presenter

· Presented college and career options to high school seniors in the classrooms, by an interactive workshop.
· Connected and established partnership with high school teachers, counselors and other administrative personnel.
Remedy Intelligent Staffing






12/03-10/06
Industrial Service Manager-Denver Division

· Responsible for all branch management duties, hiring and termination of internal staff, placement specialist and sales representatives.  As well as salary negotiations.  Reported directly to the Owner and President of the company.
· Selling manager for full services of the light industrial field and business.  Field of specialty is light industrial.  Strong familiarity with workmen’s compensation and OSHA.
· All A/R, collections of clients.  Handles all issues with associates as well as provide an extremely high quality of customer service to all clients.  Sets budgets and handles all area reports.
· Facilitated all new hire orientation, explanation of benefits, compensation scales as applied.  Presented offer letters and exit interviews when appropriated.  Has extensive training in I-9 verification as well as W4 and WOTC.  Verified completion and accuracy of payroll each week.  Had continual counseling of associates in various situations and implemented strategies to have associates be successful for each client.
Placement Specialist

· Properly administered interviews, testing and placement of applicants for contract to hire and project based positions in both the customer service and light industrial fields.

· Account representative and manager for multiple accounts and provided weekly and monthly reporting.

· Conducted plant tours for potential employees at client sites.  Explained and enforced client expectations and requirements to all employees.

· Processed all workers’ compensentation, drug screens, and background checks when required.

· Provided excellent customer service and communication to all clients and employees.

LandAmerica Lawyers Title  (formerly Title Services)



12/02-11/06/03
Resale/Refinance Processor

· Input sale and refinance orders in separate databases.  Processed the beginning and ending of sales and refinance files.  Called on payoff statements, county information.  Kept in close contact with lenders, mortgage companies, and realtors.  Cleared various judgments and liens on properties prior to closing.  

· Cut checks for proceeds, payoffs and other after closing.  Sent Deeds of Trust to county and successfully fed-ex date sensitive documents immediately to appropriate parties.  

· Handled various other administrative duties for my designated closing team and office.  

The Temporary Network Inc.- Title Services




10/02-11/02

Receptionist

· First point of contact for clients, answer phones, called on payoff statements, gathered important information from county for all processors on sales and refinance cases. Filing and clean out of refinance cases.  Assisted where needed. 

JB Hunt Transportation – Home Depot Denver Account



01/02-8/02

Project Supervisor/Client Manager

· Manager over 7 driver’s responsible for delivery of Home Depot products at 7 Home Depot stores ranging from Parker, CO to Pueblo CO.  

· Coordinated dispatch, upkeep of current driver’s safety requirements and DOT regulations.  Proven support to other manager’s and drivers with dispatch and other problem solving.  

· Dealt with Home Depot Pro Sales team and delivery coordinators with any delivery problem with quick and logical answers to fulfill delivery needs.

· Sustained position as administrative assistant and continued to do all driver payroll, invoicing, data entry, P&L transferring and other office duties.  

JB Hunt Transportation – Staffmark





09/01-01/02

Administrative Assistant

· Complete organization and development of office for starting account at Home Depot.  Data entry of 36 drivers daily activity.  Assisted in driver payroll, invoicing, P & L transferring.  Answered phones, filing.  

Staffmark








7/00-8/01

Staffing Supervisor

· Successfully made goals of sales, cold, telemarketing calls to all future and current clients to increase billable hours for the Denver branch.

· Proactively began the recruiting process of potential candidates by various programs and ideas, such as referrals, community groups and organizations. 

· Interview, retention, counseling of associates for various positions in the professional, clerical, and light industrial fields.  Enforced all ISO-9001 policies.

PrimeSource Staffing







10/99-5/00

Staffing Specialist

· Properly administered interviews, testing and placement of applicants for contract to hire and project based positions in both the customer service and light industrial fields.

· Account representative and manager for multiple accounts and provided weekly and monthly reporting.

· Conducted plant tours for potential employees at client sites.  Explained and enforced client expectations and requirements to all employees.

· Processed all workers’ compensentation, drug screens, and background checks when required.

· Provided excellent customer service and communication to all clients and employees.

Education

Bachelor of Arts-Metropolitan State College of Denver 

Major:  History
Minor: Sociology

Computer Skills





CRM, Avaya
Spartan Caldwell

Temps Plus; StarSearcher

Quick Books; Raisers Edge

Microsoft Word; Excel; Windows; Outlook, Powerpoint
SPSS, Lotus Notes, COPIS, PBR, Genesis, Portal Connection

