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MANAGEMENT/HUMAN RESOURCES COORDINATOR / RECRUITING / PAYROLL

SUMMARY

A focused self-starter with four years’ experience in payroll, talent acquisition and recruiting.  Knowledge of various human resource information systems including Kronos, TimeTrax, and Core; demonstrating a constant interest in learning and specializing in HR related fields.  Experience using MS Word, Outlook, PowerPoint, MS Project Professional 2010, Excel and Access. Familiar with various aspects of human resource management, project management, leadership and staffing.

EDUCATION

Bachelor of Science in Technical Management, emphasis in Human Resources
DeVry University, Westminster, CO		Honors:  Summa Cum Laude, Sigma Beta Delta
Graduated October 2014			GPA:  4.0		

Relevant Coursework:  Motivation and Leadership, Human Resources Management, Training and Development, Compensation and Benefits, Employment Law, Strategic Staffing, Principles of Management, Project Management
	
PROFESSIONAL EXPERIENCE

[bookmark: _GoBack]SERVICE LINK f/k/a LPS FIELD SERVICES 					 9/2011 – Present
Property Preservation Tech 
Review and approve contractor bids, prepare cost estimates and validate contractor bid amounts, order work to be done at properties.  Audit invoices, photos, and bids provided by contractors for accuracy and completeness, collaborate with contractors to resolve issues.  Achieve and maintain production quotas and deadlines. 

Billing and Disputes Technician
Research various systems to answer client disputes.  Adjust invoiced amounts in system records, prepare daily audit report and work flow report for the Westminster, CO, office.  Train staff on various aspects of daily reports.
	Accomplishments:
· Awarded “Employee of the month February 2013”. 
· A member of the Employee Fun Committee 2013, with other committee members in event planning to engage all employees in a variety of non-work related activities.

TOWNE PARK									9/2007 -9/2011 
Talent Acquisition Coordinator/Recruiter
Managed the staffing and recruiting process, in multiple states by coordinating advertising for job openings, reviewed employment applications, administered phone screenings, ordered  and followed up on background checks and drug screenings.  Maintained Excel tracking reports of hiring needs at each location and prepared weekly reviews for recruiting manager on effectiveness of recruiting methods.

Payroll Account Rep        	 
Data entry of new and terminated employee information, audited payroll and prepared payroll reports.  Coordinated office equipment, supplies and uniform orders and collaborated with management and personnel, at multiple locations, to solve documentation and computer problems.  Monitored unemployment claims and garnishment orders.
	Accomplishments:
· Co-authored a corporate recycling Standard Operating Procedure
· Awarded “Departmental Most Valuable Person”, February 2010
· Recognized for outstanding achievement in a new role as a Talent Acquisition Coordinator/Recruiter; mastering a new position including software and procedures.
· Set departmental records for the most new hires in a month, for 4 months in a row in 2010
TLC MORTGAGE SOLUTIONS, Inc. 				                                  6/1994 – 12/2006
Owner, Mortgage Processor, Closer, Originator			
Provided outsource mortgage origination, processing and closing services.  Analyzed loan applications, compiled and evaluated credit and property information, prepared files for submission to DO, DU, LP, Direct and Prior Approval Underwriters.  Worked to solve problems pertaining to issues with title work, surveys, appraisals and credit problems.  Coordinated closings, prepared and reviewed closing figures and documents, prepared and disbursed proceeds, attended closings and presented closing packages.
			


