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10010 Hudson St.
Thornton, Co, 80229

720-468-6680
andrew.ruiz1128@gmail.com

PROFESSIONAL OBJECTIVE
To obtain a full-time Human Services position. 

SUMMARY OF QUALIFICATIONS
· Office Management and Recruiting experience

· Interviewing and Screening experience

· Experience providing career and educational counseling to youth
· Coordinate hiring events and orientations for prospective employees
· Coordinate financial and community resources for students and families
· Extensive administrative experience
PERSONAL WORK STRENGTHS

· Highly motivated

· Work well in a team setting as well as independently

· Excellent communication skills

· Ability to motivate and counsel individuals to establish and accomplish goals 
PROFESSIONAL SKILLS

· Academic counseling

· Tutoring 

· Computer Proficient

· Customer Service
· Cold calling
· Filing 

· Phones

· Proofreading

· Scheduling
· Interviewing

· Managing

· Data entry

· Screening(DOT and non-DOT)
WORK EXPERIENCE
Mile High Energy Solutions




July 2009 to Jan 2012

Staffing Manager





Denver, Colorado

Recruited and staffed for 17 Oil and Gas companies in 7 different states
Interviewed, Screened and Hired over 578 people
Conducted Background, MVR checks and Drug screens

Planned and administered pre-employment Orientations

Coordinated mass hiring events

Cold calls and client development

Managed recruiters

University of Colorado at Boulder 



May 2006 to 08 
Pre-Collegiate Development Program (P.C.D.P) 

Boulder, Colorado
Work with 600+ first generation low-income teens ranging from 8th through 12th grade.
Tutor and supervise caseload of 60 students.
Provide academic counseling to students to graduate high school and move on to secondary education.
Coordinate and manage monthly academic events/workshops through the university.
Create profiles and organize scholarship packages for individual students.

Perform college searches and application review and editing.
Golden Lion Enterprises 




Jan 2005- 08
Contract Negotiator





Denver, Colorado
Negotiated, planned, and reviewed light construction remodeling contract prices and materials with customers.  
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CU Foundation 





April 2007 – June 2007 

Student Caller






Boulder, Colorado

Called and informed past alumni of ongoing events and solicited pledges towards higher education.

Performed extensive data entry and managed donations.
Provided general customer service, and performed general clerical duties.
UPS 







November 2007 to January 2008

Driver Assistant/Package Handler



Commerce City, Colorado
Provided general customer service and material handling

Organized cargo and package delivery to customers.   

EDUCATION

University of Colorado at Boulder



Boulder, Colorado
B.S. in Psychology and Business



Projected Graduation Date Fall 2009
Northglenn High School




Northglenn, Colorado
High School Diploma





Graduated 2005
ADDITIONAL TRAINING

· Primary Leadership Development course, June 2005
· First Aid and CPR Certification, June 2007

· Sexual Harassment Training, May 2007 
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5028 East 127th Way

Thornton, Colorado  80241

720-468-6680
andrew.ruiz1128@gmail.com
REFERENCES
Ruby Batalla
Supervisor 

Pre Collegiate Development Program

(303) 907-6064

Delsie Khadenghaeini
Professor

University of Colorado
(303) 492-1407

Pablo Valenzuela
After School Coordinator


Adams 12 School District
(720) 620-7772

James Ruiz
Supervisor

Golden Lion Enterprises
(720) 385-6779

