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Sunny Mai, CSP
7974 E. 124th Drive, Thornton CO 80602
email: sunnyxmai@gmail.com cell phone: 720.341.2734


SUMMARY
Driven professional with several years’ experience in recruiting, evaluation & placement, sales, employee relations and client/account management. 


WORK HISTORY

Davita									2013-Present
									Denver, CO
HR Onboarding & Compliance Specialist
· Administration and monitoring of on-boarding processes for all new employees (including contract and per diem).
· Specialized on the Internals Team in auditing and processing all internal promotions, demotions, and lateral moves within Davita (at an average of 1500+ monthly transfers.)
· Scheduled and monitored drug tests, background checks, I-9 ‘s, non-competes and non-solicitation agreements. 
· Point of contact to provide information and answer inquiries from candidates, employees and management to facilitate the on-boarding processes and completion of required employment documents.
· Served as the liaison between DaVita and third-party vendors regarding drug and background clearance requests.
· Provided coverage to the Mergers & Acquisitions Specialist regarding HR onboarding and paperwork.
· Worked with HRIS team in implementing new Internals processes.

Bolder Staffing/Bolder Professional Placements		2008-2013
									Broomfield, CO
Staffing/Operations Manager						2010-2013
· Determine in-house staffing requirements; interview, hire, train and supervise staff of 6 recruiters. 
· Review financials, sales, and staff activity reports and other performance data to measure productivity and goal achievement. 
· Establish and implement policies, standard operating procedures, goals and objectives, conferring with owners and management team as necessary.
· Ensure compliance with legal regulations and client policies while demonstrating knowledge of employment laws.
· Work in partner with Marketing Department in compiling and finalizing all monthly newsletters and job alerts via social media resources (website, Constant Contact, Facebook, Twitter and LinkedIn feeds).
· Interface and effectively build rapport with hiring managers, human resources, and other key client contacts.
· Manage and recruit for company’s largest account - responsible for identifying, acquiring, assessing, and hiring candidates to fill roles that are required to meet company goals and fill project requirements.
· HR support for 25+ assigned temporaries (off site).
· Conduct regular client service calls as necessary to facilitate recruiting process and generate sales. Developed expertise in understanding the client’s business operations and staffing needs.
· Primary contact for all contract negotiations with outside vendors.
· Primary contact for all sales bids, proposals, RFP and OFBs  for clients.
· Primary in implementation of new Applicant Tracking Software conversion 2012-2013.
· Resolve escalated customer and candidate issues or concerns regarding service.
· Monitor Client and Employee referral and recognition programs.
· Network within client organizations and local communities to generate referrals.
· Provided coverage for staffing team with recruiting and account management when necessary; including the processing of background checks and workers comp claims.

Staffing Consultant (Recruiter)						2008-2010
· In partner with Sourcer, responsible for recruiting 50% of unfilled requisitions. Screen resumes, phone screen candidates, conduct in person interviews and obtain candidate references to acquire information on work history, training, education, job knowledge, skills and abilities to determine applicant’s suitability.
· Manage and recruit for company’s largest account - responsible for finding, acquiring, assessing, and hiring candidates to fill roles that are required to meet company goals and fill project requirements.
· Manage 30+ client accounts; responsible for entire recruiting process as defined by the client.
· Recruit up to 15-20+ unfilled (contract to hire) requisitions, manage 50+ temporary contractors and also filled additional (incoming) daily temporary orders. 
· Interface and effectively build rapport with hiring managers, human resources, and other key client contacts.
· [bookmark: _GoBack]Consult with hiring managers on order requirements and potential sourcing strategies. Develop expertise in understanding the client’s business operations and staffing needs.
· Network within client organization and local communities to generate referrals and source qualified candidates as needed. 
· Source for qualified candidates using internet recruiting resources. Place legally compliant and effective job advertisements on company website, local newspapers, college campuses, workforce investment boards, and industry specific associations. 
· Represent Bolder Staffing, Inc. and Bolder Professional Placements at career fairs and other events.
· Build rapport with job seekers and ensures a positive candidate experience.
· Present and skill market additional qualified candidates to hiring managers.
· Point of contact for new client sales calls.
· Request internal and external referrals from current clients to generate new business. 

Franklin Resource Group							 2007- 2008
Senior Recruiter							Boulder, Colorado
· Senior recruiter for a merchandising company specializing in the retail and sporting goods industry servicing: Taylormade adidas GOLF, NIKE, UnderArmour, Asics, Powerbar, New Balance, Everlast, Rawlings, and Smithoptics.
· Recruit, screen resumes, phone screen and interview 1099 merchandisers on a national scale of 100 markets and assessing candidates against a variety of criteria.
· Responsible for job postings.
· Administration and monitoring of new hire and terminated paperwork, ID badges, personnel files, and welcome packets.
· Administrator and Monitor for company’s field-testing database for candidates/finalists.

EDUCATION & CERTIFICATIONS:
· University of Colorado, Boulder			Studies in Communication
· Certified Staffing Professional, 2012

TECHNICAL SKILLS: MS Office, Taleo, AVIONTE, Crystal Reports, eEmpact, and Adobe Photoshop.

PAST ORGANIZATIONS & VOLUNTEER WORK:
BAHRA (Member) – BOULDER AREA HUMAN RESOURCES ASSOCIATION
DENVER YOUNG PROFESSIONALS (Member)
Broomfield Workforce Board (Volunteer)
There With Care and Babies of Juarez

REFERENCES: Provided upon Request
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