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summary  of qualifications:   Staffing Coordinator
 

Top-performing staffing coordinator with proven skills in talent recruitment, scheduling, interviewing and carrer event planning. My strengths lie in the areas of developing critical internal and external alliances within the business community to assist qualified individuals enter the workforce.   
Technical skills
 

· Software: MS Excel, MS Word, MS PowerPoint, SharePoint, Outlook, SAP
· Recruiting:  Recruits, screens and interviews applicants for employment, administers employment tests, coordinates job postings internally and externally, checks references, prepares new hire material, phone screens, preparation of recruitment advertising, HR compliance with government regulation, maintains applicant tracking system.
· Event Planning: Logistics, Event Setup, Lead Generation, Contract Negotiation, Volunteer Management. 
· Marketing: Message Development and Placement, Media Relations, Public Outreach, Public Relations, Community Relations, Civil Affairs, Social Media Marketing.
WORk Experience

Denver Technical Professionals/Staffing Coordinator (Volunteer)

July 2010-Present








· Scheduling and Interview Coordination for Candidates and Hiring Managers
· Maintain Candidate Tracking System
· Video Interviews and Meeting Set Ups
· Resume Review and Preparation
· Career Fair Participation and Event Set Up
· Administrative and Operational Responsibilities
Career Services/Staffing Coordinator
July 2011 – June 2013
ITT Technical Institute
Aurora, CO
· Scheduling and Interview Coordination for Candidates and Hiring Managers
· Maintain Candidate Tracking System
· Video Interviews and Meeting Set Ups
· Coordination of Travel Events and Expense Reimbursement Forms
· Resume Review and Preparation
· Career Fair Participation and Event Set Up
· Administrative and Operational Responsibilities
· Proven  Success:   Received ITT Technical Institute Department of the Year award for 2012-Southwest District.  Achieved an Excellent Audit Rating for Graduate File Compliance by ITT Internal Audit Team.
Career Services/Staffing Coordinator
September 2010 – February 2011 
TechSkills
Greenwood Village, CO
· Provided job placement and outsourcing assistance to hundreds of corporate clients.  Used knowledge of recruiting and placement to generate high levels of placement success.  Responsible for attaining student outcome targets, student admissions performance, exceeding operationsl objectives and compliance with accreditation, federal and state regulations.attaining student outcome goals, exceeding operational objectives and compliance with accredidation while following federal and state regulations in absence of campus director.  Selected by CEO-Steve Delcarson to lead instruction at a National Level on successful career services initiatives in working with Workforce clients such as WIA, TAA, Adult and Dislocated Workers, Youth and other program clients.  Achieved $75,000 monthly quota for admissions while successfully placing certified candidates.
Career Services/Staffing Coordinator
July 2009  –  September 2010
LeaderQuest                                                                         Centennial,CO/Colorado Springs, CO
· Developed an entire career services department from the ground up.  Provided and managed comprehensive career services program for graduates of  certification programs  in the Denver Tech Center and Colorado Springs focused on IT, Business and Project Management Certifications.  Microsoft, Cisco and PMI certified training partner offering CompTIA(A+, Net+, Sec+), MCITP, CCNA, CISSP, SharePoint, SQL, ITIL, CAPM, and PMP.  
· Supervised staff in both locations to ensure compliance and succsssful outcomes. Partnered with Workforce Centers, Military Veterans Transition groups and other Higher Education providers in two locations.  Developed quality employer relationships in two locations.  Successfully organized job fairs for both markets which included more than 75 employers and 500 candidates.  
· Invited to sit on Arapahoe/Douglas Works Veterans Workforce Board and Pikes Peak Workforce Center Board to assist candidates with viable employment.  Worked with CEO George Cohlmia to develop ITIL training program.  Developed Linkedin Job Search Group: Denver Technical Professionals and Colorado Prestigious Professionals-Group started with 4 members and has grown to 5,000 members as of date.  This groups strategically brought in business and led to successful employment outcomes.
Arapahoe/Douglas Works! Workforce Center                                           August 2006- July 2009 
Arapahoe County Government                                            Aurora,CO/Greenwood Village, CO 
Workforce Specialist/Recruiter

· Provided case management to the folliwng programs:   WIA-Workforce Investment Act Adult and Dislocated Worker Program, Child Support/Parents to Work Program, BRAC/Base Realignment and Closure-DOD Program, EF-Employment First Program, TANF-Temporary Aid to Needy Families Program.
· Provided job development to individuals through 1:1 counseling and in group format through the facilitation of workshops targeted towards employment outcomes.  Conducted assessments. 
· Consistently achieved successful file audit outcomes, compliance ratings for performance and results.  Recognized by Program Manager, Najwa Jad, Kelly Folks and Joseph Barela as an exemplary employee and transferred to work in all program areas for training and advancement opportunities.
Goodwill Challenge Program
February 2006 – August 2006
Adams County Government
Commerce City, CO
Case Manager/Workforce Specialist/Recruiter

· Provided case management to TANF Disability Caseload Clients.  Provided job development and facilitated workshops to ensure targeted employment outcomes.  
· Consistently achieved top employment to work rates for the team, awarded Case Manger of the Quarter award during first quarter of employment for performance and file compliance.
State of Colorado
April 1997 – June 2004
General Professional II
Aurora, CO/Denver, CO
· Began employment with the State of Colorado as a State Temporary Administrative Assistant III for the Department of Hazardous Materials and Waste Management Division  working for the EPA ID Program then accepted permanent employment with the Department of Revenue Driver Licensing Services.  I then promoted to the Department of Corrections, Denver Women’s Correctional Facility/Programs Department where I was responsible for all human resources, purchasing, payroll, recruitment of volunteers to support programs for offenders.  From that position I promoted to General Professional II/Sales and Marketing Specialist for the Correctional Industries Program.  In this role I provided leadership and management within the sales and marketing department of a multi-million dollar correctional industries program.  
· Increased showrrom sales $100,000 dollars during first year of employment.  Responsible for the supervision, training and management of six sales representatives, two administrative assistants, 6 offenders.  All management included measurements of performance required quarterly and annually.  
Other Employment
 

· SpecialCare Hospital Management/Intake Counselor(Part-Time Employment)

  12/2007-4/2011
The Medical Center of Aurora












· Real Estate Personnel Assistant Manager/Leasing Agent






  08/2005-02/2006
· Newcastle Property Management/Assistant manager/Leasing Agent



 04/2004-08/2005
· Centura Health/PRN Counselor












 12/2002-09/2004
Education
 

Bachelor of Arts Political Science (B.A.)





Missoula, MT
Public Administration Emphasis

University of Montana

GCDF-Global Career Developer & Facilitator Certificaton







Offender Employment Specialist Training

U.S. Department of Justice

Denver Paralegal Institute

Paralegal Certification

​​​​​​​​​​Professional Activities:

Denver Technical Professionals/Staffing Coordinator

July 2010-Present

*Coordination of Hiring Events, Scheduling and Interview Coordination, Resume Review and Preparation, General Administrative and Operational Responsibilities.
Women in Leadership Aurora Chamber of Commerce/Member 
2012 Nominee:  Unsung Hero Award Ceremony to take place 2/22/13
Arapahoe/Douglas Workforce Center Veterans Job Board/Member
Business Leaders for Responsible Government/Board Member




