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	Objective
	My objective is to secure a challenging yet rewarding position that will utilize my talents; education and past experience while assisting the organization to obtain its goals, vision and financial responsibilities.

	Experience
	2007- Present                    Savantic Media                          Broomfield, CO

Human Resource Coordinator

I wore many hats in this position and engaged in a wide range of tasks.  Supported the President of the company with day to day operational activities including scheduling appointments, meetings, events and travel.  I managed employees with various projects.  Established, maintained, and updated files, databases, records, and other documents.  Sort, review, screen and distributed incoming and outgoing mail.   Performed reference checks, provided customer service and carried out general office duties.  Reviewed employee, contractor complaints and worked to resolve issues. Initiated new hire documents as needed. Insured that Human Resource files and records are maintained in accordance with legal requirements and company policies and procedures.
2006-2007                         PTF Financial                                  Denver, CO

Human Resource Coordinator

I managed the HRIS system with all employee updates and changes.

Maintained the I-9 files and conducted internal I-9 audits to ensure compliance. Facilitated the ordering of background checks and conducting reference checks.  I assisted and supported Director of Personnel and other management with various projects.  Daily, I problem solved/trouble shooted and resolved all issues with employees/new hires. I would oversee the front desk receptionists with their duties. Communicated with all new applicants about their status. Handled all terminations in systems (distribute term letters/emails).  Provided customer service to all new and existing employees.  Followed up with new hires with HR packet.  Recruiting duties:  job posting, searched resume databases for qualified candidates, coordinated interviews.

	
	2004
Kaiser Permanente/ Genesis 10
  Oakland, CA
Human Resource Coordinator 
I coordinated all new hire paperwork including filling out I-9’s and reference checks, health checks, background screens and presented offer letters to employees. I conducted new hire orientations at various hospitals to insure that all screens are done in a timely manner as well as set expectations for time of completion of the process. I managed the process for six different recruiters and ran reports for managers upon request. I handled thousands of resumes, many different job openings and screened through them to find the best match for both the company and individual. Set up pre-screening appointments with potential candidates to review eligibility status and qualifications.  General office duties included answering multi-phone lines, greeted clients and set them up for testing procedures.  

	
	2003–2004
Diablo Funding Group
Dublin, CA
Loan Officer / Real Estate Agent
As a loan officer I used consultative approach to sell the correct product for my customers needs. I took the initiative to generate the loan and walk them through the entire process. Review and update credit and loan files. Review loan agreements to ensure that they are complete and accurate according to policy. Obtain and compile copies of loan applicants’ credit histories, corporate financial statements, and other financial information.
Submit applications to credit analysts for verification and recommendation. Meet with applicants to obtain information for loan applications and to answer questions about the process.
2001-2003                      Bio-Rad Laboratories                       Hercules, CA
Sr. Staff Admin Associate/HR Assistant

Administered and maintained HRIS, including data entry and reporting for over 900 employees.  Processed promotions, salary increases, transfers in HRIS and maintained personnel files.  Generated offer letters, drug screens and degree checks (including problem resolution); assured the completion of new hire paperwork.  Maintained job postings on company web site and resume tracking database; kept track of old and new personnel requisitions.  Participated in college job fairs/recruiting and processed resumes.  Interacted with temp agencies to assure paperwork was correct.  Conducted internal I-9 audit.  Maintained I-9 files to ensure compliance.  Provided customer service to employees relating to benefits and HR in general.  Participated in new hire orientation meetings.  Supported HR Manager, recruiter and staff administrator with various tasks and reporting.  
1996-2000                        Wells Fargo Bank                    San Ramon, CA

Bank Teller
Provided excellent member services and maintained member satisfaction.  Employed security measures to ensure funds were not compromised. Received cash and checks for deposit, verified amounts, and examined checks for endorsement. Entered member and transactions data into computer and issued computer-generated receipts to member. Cashed checks and disbursed monies after verifying signatures, endorsements and member account balances. Collected loan payments and placed holds on accounts for uncollected funds, according to organizational procedures. Ordered daily supply of cash and counted incoming cash to verify accuracy. Posted night and mail deposits, payments and requests received in mail on a daily basis. Verified identification and rights to utilize facilities, as well as validity of credit cards and checks.

	
	

	Education
	1998–1999               California State University             Hayward, CA   B.S.  Business Administration, Human Resource Management
1993-1997                Diablo Valley College                    Pleasant Hill, CA A.A     
Business Administration, Human Resource Management

	Skills
	My best attribute is I maintain a very high level of confidentiality. I am detail-oriented, well organized, driven, and motivational to others. I am a team player and try to work above and beyond what is asked and expected of me.  I have an excellent ability to solve problems. I also have exceptional communication skills both verbal and written. My technical skills that I excel in are MS Office, People Soft8, HRIS, Webhire, and the Internet. 


