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SUMMARY OF QUALIFICATIONS
Senior Recruiter & Staffing Specialist – Administrative, Executive, Light Industrial (Assembly, Manufacturing, Warehouse), Professional, Technical,  Skilled/Trade Labor (Contract, Contract to Hire, Direct Hire, Special Projects (long and short term)): Extensive experience in full life cycle sourcing (job boards, social & business networking, career fairs, college recruiting, alumni associations,  etc); recruiting (local and national); qualifying; prescreening; interviewing;  selecting qualified candidates for next step interview and hiring processes; offers; managing necessary screenings-background, drug; skill assessments; position analysis; wage and salary trends in variety of industries and disciplines; relationship management (candidates, management, clients); due diligence; liaison; applicant tracking , stages and results; managing candidate process via VMS (Vendor Management Systems, i.e. IQ Navigator, Bounty, Linvatech, etc) Experience in sourcing, recruiting and placing qualified candidates, as follows: Administrative, Executive, Light Industrial (assembly, manufacturing, warehouse), Professional, Skilled Labor/Trades, Technical in a variety of industries
Human Resources  – Assist in developing HR policies, procedures, employee handbooks, on-site policy and procedure manuals for tradeshows, conventions and special events,   extensive training in OSHA, COBRA, HR, Workers Compensation, Safety and Risk Management, EEO/AA, employee personnel files, legal issues and ramifications of improper processes
Conventions, Tradeshows & Special Events – over 15 years in the industry, scheduling, planning, organizing, managing, staffing and supervising conventions, tradeshows and special events; recruit, hire, train, schedule and supervise staff (over 250 part time Ambassadors) prior to, during events; serviced and staffed over 2000 CT&SE’s, with up to 150 on-site staff for events which had up to 20,000 attendees; Box Office Management for public tradeshows; venue selection assistance; marketing and business development; proposals, RFP, contracts and negotiations
Accounting – Full-Cycle A/P (matching, verification, sales and use tax, requisitions & purchase orders, weekly check runs, expense reports), A/R, Payroll (up to 350 part-time employees, weekly payrolls), garnishments, EFTPS deposits, 940s, 941s, W2s, 1099s; Financials (monthly, quarterly, annual); Reporting; Bank and Account Reconciliation; FICA, FUI, SUI and Workers Comp Deposits, Recons and Audits; Lines of Credit; Invoicing, Billing and Project Cost Analysis; Budgets; Cash Flow; Bank Loans;  Cash Management; Box Office Management
· Demonstrated capacity to provide comprehensive support and customer service  to executive-level clients including compilation, preparation and presentation of services, negotiating and contracting,  scheduling meetings, coordinating staff, transportation
· Ability to organize and service multiple, simultaneous events, to prioritize and multi-task between events, clients, employees as well as administrative and management duties
· Proven track record of accurately completing research, reporting, information management, marketing, and business-development efforts within budget requirements
· Adept at developing and maintaining detailed administrative processes to improve accuracy, margins and efficiency
· Highly focused, dynamic, motivated,  creative, detail  and results-oriented individual, requiring little to no supervision,  identifying  goals and priorities in complex, deadline-driven industry; ability to work independently and achieve results
· Technical skills necessary to assure quality service and accuracy of all information processed
· Develop internal/external communication to facilitate effective communication and expeditious resolution of issues
· Effectively establish, maintain and retain long-term relationships, ability  to work with diverse group of national and international individuals
· Team player,  willing to work, as/when/where needed, including evenings and weekends 
· Proficient in MS Word and Excel, Power Point, Clark Registration and Association Management System, COATS Integrated Accounting System, Quick Brooks, Mi-Tek (MBA), Reflections, Citrix, SalesLogix,  SalesForce, TIMSS and numerous registration systems, Cognos, ISYS Resume Database, JRT
Personal/Professional References Provided Upon Request


EDUCATION-Undergraduate Studies: (*attained 125+ credits)
University of Wyoming, Casper and Laramie- School of Business: Management /Accounting Major/English Minor
Casper College, Portland Community College and Sheridan College- School of Business:  Management/Accounting Major
PROFESSIONAL EXPERIENCE-STAFFING/RECRUITING INDUSTRY 
(1995-2007 & 2010-2011)
(Other industries 2008-2009, listed below)


ACSMS, Denver – Contract Projects	(Includes all Accounting Functions for each project)	              March, 2012- Present

· AMCON, Conference – Registration Staffing and Management
· Arts & Craft Festival, Public Tradeshow – Box Office Staffing and Management
· CSTS – Registration Staffing and Management
· ExpoLogic (Stormcon) – Registration Staffing and Management
· ThermaCoat, LLC, Marketing and Business Development – Airport Building and Hangar Project, 3-State Region


MHa Technical Staffing						                                                       			July, 2011- March, 2012
Sr. Recruiter/Business Development Specialist (Reason for Leaving: Business Financial Issues)

Specialist in sourcing, recruiting and hiring administrative, executive, managerial, professional, technical, skilled labor/trades:
· Accounting & Administrative
· Document Control Specialists
· Engineers & Designers
· AutoCAD, Bentley, Solidworks, CADWorx, Autopipe, Microstation Specialists
· Chemical
· Civil and Structural
· Electrical
· Field
· Managers
· Mechanical
· Pipe Designers
· Process
· Waste/Waste Water
· Human Resources
· Inspectors with Certs – Concrete, Structural, Mechanical, Electrical for large industrial projects
· Lab Technicians – R&D, Food, Manufacturing,
· Project Managers – large industrial projects in various industries
· Technical
· Data, System & Network Administrators
· Software Developers
· CNC Programmers
1. Effectively perform full-life cycle recruitment through sourcing, identifying, and screening all levels of professionals within the Energy, Engineering Firms, Government (local, state, federal), IT, Manufacturing, Mining, Oil & Gas, Petro Chemical, R&D, Refinery, Telecommunications , Transmission & Distribution Utility & Transportation  industries, across all technology platforms 
1. Sourcing resumes from various job portals and social/business networking sites/groups including but not limited to Dice, Monster, Hot Jobs, CareerBuilder, LinkedIn, Facebook and “niche” sites; social/business networking, meetings, associations
1. Simultaneously manage multiple positions while successfully tracking all candidate profiles for contract, contract to hire and direct hire opportunities; maintaining applicant tracking databases
1. Responsible for all of the corresponding activities related to connecting the candidate to the client including scheduling interviews for hiring managers, obtaining feedback on submitted candidates and fostering continuous communication between the candidate and hiring manager 
1. Creative sourcerer who thinks outside of the box and looks for avenues outside of the mainstream
1. Excellent rapport and relationship skills resulting in loyalty,  with candidates and clients
1. Accomplishments, 8+ months:
6. Business Development (~10% of time) grew Direct Hire positions from zero to over $320k in available fees
6. Over $1.27 million dollars in pipeline of submitted, qualified candidates, awaiting interviews/selection
6. Over $859k  revenue generated, contract, contract to hire and direct placements

Kelly Services
District Manager (Cheyenne, Wyoming)
(Reason for Leaving: Office Closure, requested & remained, to close office)                    			          April, 2010 – June, 2011 
Accountable for operation and management of Cheyenne office and territory (Southern Wyoming, Western/Central Nebraska)
· Administration /Operations/Business Development & Financial Management
· Extensive Training 
· Corporate Compliance, EEO/AA, Diversity, Harassment, Safety & Injury,  Workers Compensation & Risk Management, Background and Drug Screening, 
· Business Development, Pricing, Negotiating and Contracts
· Legal Briefs
· Recruiting & Hiring Management – Direct Hire, Temp-to-Hire, Temporary, Special Projects
· Administrative, Executive, Professional, Technical and Skilled Labor
· Screening
· Testing
· Background and Drug  
· Credentials
· Behavioral Interviews
· Applicant Tracking- Local office and Corporate
· Industries 
· Energy 
· Government (Local, State)
· Granite Quarry
· Healthcare
· Oil and Gas Production
· Refinery
· Transportation
· Wind Energy
· Spearheaded, managed all direct hire and special project recruiting
· Recruiting via various resources (i.e. job boards, internal, career fairs, schools/colleges, social network media, print media, networking, cold calling, referrals, associations and workforce centers)
· Selecting diversified & qualified candidates for initial interviews
· Interviewing selected candidates (telephone and in-person)
· Forwarding selected candidate’s  resumes to clients for review 
· Managing process, including tracking of all candidates for each client from start to finish; liaison between candidates and clients
Sales Management & Business Development, including response to RFPs, contracts and negotiations- private industry and government entities
· Accomplishments- comparisons to prior year
· 1-4% increase of monthly Gross Profit Margins 
· More than doubled  direct hire and conversion fees from prior year
· 17% increase of private sector business over prior year
*See Other Industries Experience on the following page (September, 2007-December, 2009)

Ambassador Services, Denver, Colorado                              	                     September, 1995 – September, 2007 
                                                                                                                           	                                                                                                                                 Operations, Convention Services & Project Manager
      Exclusively staffing and servicing the convention, meeting and special-event industry, annually recruiting, staffing and servicing 70-100 conventions, tradeshows and special events, with up to 150 staff; servicing national and international associations, management, special event and marketing/advertising companies 
· Administration/Operations/Accounting and Payroll
· Box Office and Cash Management – On Site during tradeshows 
· Convention Services (at client facilities)
· Human Resource, Recruiting & Staffing 
· Develop HR policies, procedures and handbooks
· Develop On-site policies, procedures and expectations for conventions, tradeshows 
· Workers Comp and Risk Management
· Screenings and skill assessments
· Personnel files 
· Recruiting - Administrative, Professional, Technical for short-term, special projects
· Screening
· Testing
· Background and Drug  
· Credentials
· Behavioral Interviews
· Applicant Tracking
· Selection and scheduling of candidates for short-term projects
· Project, Contract Negotiation & Management 
· Promotion and Marketing 
· Registration,  Conventions and Tradeshows
· Sales & Service Management, Business Development
· Transportation/Travel Management  

PROFESSIONAL EXPERIENCE-OTHER INDUSTRIES
(2007-2009)
Condit Exhibits - Denver, Colorado
Account & Project Management/Business Development 
(Reason for Leaving: Layoff, >50% of staff, downturn in Custom-Build Exhibit Booth Industry)         September, 2007 – July, 2009                    
Full-service exhibit house, design and fabrication of custom and semi-custom tradeshow booths, storage and transport of booths to local, national and international tradeshows, show service planning and logistics; installation and dismantle 
· Account Management, National and International, including proposals, contracts & negotiations
· Business Development, National
· Project Management, including proposals, contracts & negotiations

Prior Work Experience:
Spring Creek Coal Mine/NERCO-Sheridan, WY and Decker, MT (for 3 Coal Mines/Power Plants) (6 years) – Accounting (Full-Cycle A/P, Capital Assets, Special Projects); promoted to:  1) Production Department Assistant 2) Stoker Coal Sales




Professional Training:
· Managing Risk
· Supplier Diversity
· Competitive Analysis
· Creative Selling Tactics
· Fundamentals of Negotiation
· Initiating Outbound Sales Calls
· Health Informatics
· Business Process Outsourcing (2 modules)
· Engineering Products
· Finance Products
· Healthcare Products
· IT Products
· Educational Staffing
· Resolving Objections
· Payroll Processing
· Billing, Reporting and Accounts Receivable
· Developing Relationships
· Developing and Retaining of Employees
· Dynamics of Leadership
· The Model Leader
· Diversity
· Harassment Prevention
· Investigating a Harassment Claim
· Using Social Networking Sites for Business
· Developing Competitive Pricing
· Conducting Background Screens, Drug Screens
· Screening
· Safety and Injury Prevention
· I-9 Express
· Working with Contracts
· Fundamental Selling Manager
· Consultative Sales Process
· Managing a Branch
· Critical Selling Manager
· Knowing your Resources
· Salesforce
· Coats – Integrated Sales, Job Orders, Accounting, Payroll System
· SalesLogix
· Numerous Legal Briefs

Continued…


