Irene Rival
6851 Olive St.
Commerce City, CO 80022
720-985-8135
[bookmark: _GoBack]iresquiv@yahoo.com

Objective – Dependable person with a great work ethic seeking human resources or administrative employment in a challenging and team oriented environment. 

Skills and Qualifications – 
· Bi-lingual in Spanish and English
· Type 50 WPM with high level of accuracy
· Notary Public for the State of Colorado
· Human Resources Certification and nine years HR experience
· Proficient in Microsoft Office applications, Outlook, RFO, ISearch, Applicant Tracking System , Peoplesoft  as well as operation of office machinery
· Extensive Customer Service and Sales experience
· Professional phone demeanor with ability to handle multiple lines
· Adept at multi-tasking in fast paced office environment


Professional Experience – 

Staffing Consultant/Customer Client 				October 2012 – December 2012
Service
Select Staffing

· Direct contact with clients to ensure that positions and current jobs where being filled appropriately with skilled staff. Sales and marketing, including superb customer service.
· Maintain I-9 immigration forms, e-verify protocol for new hires, handle background checks. 
· Initialize Workers Comp claim with detail information to turn over to Corporate.
· Manage weekly payroll for 90+ employees. Handle recruiting for employers making sure that employee selection is based on experience and great fit for the company.
·  Consistent  interviewing, new hire paperwork and on site drug screens, background checks. 
· Applicant file maintenance and filing. Handle multiple phone line. Multi-tasking is a must in this position. 
· Translate from English to Spanish for employees in reference to benefits and overall questions. Manage calendar meetings and setting up interviews.


Staffing Consultant						       December 2009 –October 2012
Spherion Staffing Agency
	
· Maintain I-9 immigration forms, e-verify protocol for new hires, handle background checks. 
· Manage weekly payroll for 150+ employees. Handle recruiting for employers making sure that employee selection is based on experience and great fit for the company.
·  Consistent  interviewing, new hire paperwork and on site drug screens, background checks. 
· Applicant file maintenance and filing. Handle multiple phone line. Multi-tasking is a must in this position. 
· Translate from English to Spanish for employees in reference to benefits and overall questions. Manage calendar meetings and setting up interviews.

Secretary 
Denver Public Schools – 					        		        July 2009 – November 2009
Bryant Webster K-8 School

· Handle incoming calls, order office supplies, maintain office equipment 
· Responsible for student records ,distribute mail, maintain school budget, and handle vendor inquiries 
· Front-line reception for parents and visitors 

Secretary 
Adams County School District #14 – 					           May 2007 – January 2008

· Handled incoming calls, ordered office supplies, maintained office equipment 
· Responsible for student records, managed time and attendance for 40+ staff members, maintained budget, and handled vendor inquiries 
· Front-line reception for parents and visitors 


Human Resources Generalist 
Adams County School District #14 – 					                   July 2002 – May 2007

· Maintained I-9 immigration forms, handled background checks, fingerprinting procedures and licensure information through CDE online system 
· Payroll for 250+ active employees
· Maintained FMLA files for employees, handled visa exchange program through SEVIS 
· Handled recruiting for overall positions in the school district. Interviewed potential employees. Involved in the conversion of paper to paperless applications which included one on one time with applicants at our computer stations. 
· Handled dept. budget and scheduled meetings for Executive Director of Human Resources  
· Processed verification of employment for all employees as needed 
· Prepared new hire paperwork for board approval, handled employee relations issues
· Translated from English to Spanish for employees in reference to benefits and overall questions 
· Maintained and updated district website for current vacancies and posted job openings weekly 
· Distributed department mail and acted as backup for front desk coverage when required 

Payroll 
Vaughn Concrete Products – 						                  April 2002 – July 2002

· Checked time cards for proper payment 
· Performed data entry and processed out of state orders online from corporate office to other company locations  
· Maintained office equipment, including copier, fax, postage meter





Receptionist/Customer Service
Spherion Agency – 							         December 2001- April 2002
Lakewood, CO

· Worked through the agency for H&R Block, 
· Answered multiple phone lines, filed and scheduled appointments 
· Translated tax return information for Spanish speaking clients.

Customer Service
Adhesive Products Inc., - 					          September 1997 – November 2001
4727 E. 48th St.
Los Angeles, CA

· Received phone orders, handled inside sales and customer complaints
· Maintained inventory for over 500 customers in Southern California
· Coordinated shipments via trucks as well as overseas  
· Handled several international accounts 

Education – 
Lynwood High School – 									       9/92 – 6/94
Redondo Beach Union High - 					   			       9/95 – 6/96
Diploma


International Dealers School- 								       9/96 – 5/97
Completed computer operations course, emphasis on fast and accurate keyboarding

Mountain States Employers Council – 							       5/05 – 2/06
Human Resources Certificate

H&R Block Tax Course									     9/08 – 11/08
Basic Building Blocks Certiificate	

References available upon request

