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Career Profile:

A dedicated Detailed-Oriented Professional Recruiter with a passion and drive for helping people.   
Professional Strengths and Competencies
· Excellent communication - explain contracts, policies, procedures; writing - draft reports and information material within a variety of settings; listening skills, telephone presence
· Exceptional Customer Service –  focused on internal/external customer needs with 
strong listening skills and excellent follow-up
Futura Marketing Agency
March 2013 – Present (contract)
     Consultant
· Post, screen & recruit for key positions
· Schedule interviews, exceptional follow-up with candidates 
· Create database for past and present applicants
· Develop interview guides
· Create Assignment presentation for Marketing Account Leads
· Create Proofreading Test for Copywriters
· Pipeline of candidates for present and future needs
· Utilize social media tools for marketing
Lender Processing Services

April 2012 – January 2013 (contract)

      Corporate Recruiter

· Responsible for the recruiting and selection process for open positions (exempt and non-exempt level roles) for Lender Processing Services, Inc. (LPS) Default division across the organizations campuses.  LPS is a leading provider of integrated technology and services to the mortgage and real estate industries – staffing and scheduling
· Coordinate interviews with candidates and hiring managers
· Conduct in-take session with the hiring manager to set expectations and plan recruiting strategies, create targeted candidate profile, and establish desired communication protocol 
· Build, network and maintain relationships with candidates, employees, Human Resources, and  support hiring managers across multiple business units, while building cohesiveness

· Manage the pre-employment screening process, start the paperwork process for offers,   criminal, education and experience background checks

· Successful with high volume searches (30 + requisitions) through various recruiting methods, meeting deadlines with changing priorities 
· Create, deliver and negotiate job offers with candidates, including coordination and explanation of salary, benefits, and relocation
· Utilize Oracle Taleo ATS for the recruiting life-cycle and accuracy of the candidates;  deliver metrics reporting and compliance integrity

· Responsible for promoting and maintaining fair employment practices

Mesaba Airlines

March 2004 – January 2012 (company relocated to Memphis, TN)

Talent Acquisition   

· Proactive sourcing of candidates via Taleo Applicant Tracking System
· Full-cycle recruiting; managed the selection, offer, negotiation, travel arrangements, relocation when necessary, closed (95 % of offers)

· Reviewed candidates for qualifications; strong screening interview skills to select top talent
· Coordinate the interview process; schedule conference room, candidate, Manager(s)
· Conducted behavior based interviews for key positions such as Pilots, Flight Attendants, Mechanics, Supply Chain, Ground Instructors, Supervisors, Maintenance Managers and more
· Worked with unions to justify selection of candidates  

· Maintained a ‘high-touch’ approach with candidates keeping them informed at each stage of the interview process to ensure a positive candidate experience and company branding
· Developed strong relationships with colleges, organizations and participated in recruitment events as needed
· Maintain relationships with hiring managers and which result in being considered a true business partner
· Self-motivated and maintained recruiting metrics and delivered accurate tracking reports

Partial List of off-site Special Projects – 2004 to 2009

· Industries; Technology, transportation, restaurant, marketing, financial, healthcare 
· Conducted nationwide cold calls to identify potential Managers for restaurants
· Reviewed and selected applicants to phone screen for transportation Director of Safety and Personnel position; made recommendations
· Sourced, interviewed and recommended the successful candidate for Operations Manager for service industry, Marketing Account Executive, Administration Assistant
· Identified and sourced potential IT candidates for availability and company culture match

    Administrator/Clerical/Technical/Engineering Recruiter – 1987 to 2004
    Recruit IT Consulting, 3-D Business Solutions, PCS/Modis, Yoh Company
Achievements (Company Awards)

· Recruiter awards
· Selected and attended National Association Computer Consultant Businesses Conferences 
· MN Recruiters Member

· Attended Seminars on recruiting/retention/diversity/effective selling
· Century College Technology Advisory Committee

· City of Afton Cat Colony Manager (Volunteer)

· NCRC – Gold Certification
· SOV Red Cross Blood Donor Volunteer

Education

Moorhead State University – Applied Science Degree/Business
St. Paul College – Computer Programming Course

Inver Hills Community College – Accelerated 7 week HR Management Course
