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	EXPERTISE & STRENGTHS

· Recruiting and Retaining Talent                    

· Behavioral Interviewing
· OFCCP/EEO Compliance

	· Boolean, X-Ray and Flip Searches 
· Taleo, Ceridian,  PeopleSoft, Hire.com  
· MS Word, Excel, Power Point, Outlook 


	EXPERIENCE 
Contract Recruiter  
Charles Schwab – Denver, CO
        


       

July 2010  to October 2011
· Recruited for Licensed Brokers, Broker Trainee, CSR, QA, Financial Consultant, Sales, and Mortgage Specialists 
· Responsible for a high volume recruiting workload with aggressive timelines; consistently filled 15-24 positions per month

· Interviewed candidates to determine fit for position and company 
· Educated business partners on conducting behavioral interviewing to ensure effective legal interviewing practices. 
· Maintained up to date candidate records in applicant tracking system 
· Ensured positive candidate and employee experience throughout the hiring process 



Contract Recruiter  
Kaiser Permanente – Denver, CO
        


       

November 2008 to November 2009
· Recruited 50 senior level contract employees in 2 months to execute the relocation of Kaiser Permanente’s Consolidated Service Center from Fort Worth to Denver 
· Responsible for recruiting exempt level permanent positions  the remainder of contract

· Positions filled: Project Management, Business Analysis, Data Analysis, EDI, Corporate Training, QA (Six Sigma), Technical Writing, Documentation, Executive Assistant, Business Intelligence, Operations Manager, Team Manager, Business Intelligence, Data Warehousing and Business Systems Support.
· Negotiated offers and communicated declines 
· Created behavioral interview guide and developed on-boarding procedures for new center 
Corporate Recruiter  
Nelnet – Aurora, CO
        


       

June 2007 to June 2008
· Strategically planned and handled talent acquisition for multiple departments
· Responsible for high volume recruiting of exempt and non-exempt positions; consistently met TTF targets of 21 and 45 days 

· Successfully recruited passive candidates, reducing overall cost per hire 
· Coordinated with management to determine and develop effective hiring strategy 
· Educated management on appropriate hiring and compensation practices
· Created and implemented company - wide behavioral interview guide
· Negotiated employment offers and communicated declines 

· Managed staffing vendors to coordinate contingent staff
· Represented company at community and college job fairs
Recruiting Coordinator  
Nelnet – Aurora, CO
        


       

November 2005 to June 2007
· Responsible for recruiting and interviewing non-exempt candidates
· Screened candidates for exempt level positions and scheduled interviews 
· Created job postings and employment ads; organized and attended career fairs 

· Processed applications and administered skills tests  

· Processed expense reports 

HR Representative   
Quest Diagnostics – Denver, CO
        


       

April 2004 to June 2005
· Made employment offers; processed background checks and drug testing
· Processed promotions, demotions, new hires and terminations in HRIS system
· Responsible for administering benefits for business unit; coordinated open enrollment
· Assisted with company diversity initiatives; coordinated events throughout the year  
· Conducted New Employee Orientation
· Reported and documented all injuries that occurred in the workplace
· Posted positions on company website, screened and tracked candidates  
Recruiter  

Express Personnel Services – Bellingham, WA & San Diego, CA
        


       

September 2001 to March 2004 
· Recruited and placed candidates in administrative, accounting and light industrial positions
· Marketed new clients, negotiated contract rates and terms
Education and Training 

· Professional in Human Resources Certification, HRCI Institute  
· Certified Internet Recruiter, AIRS
· Courses taken at DU, Metropolitan State College and Mountain States Employers Council[image: image1][image: image2][image: image3.png]
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