	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Valerie Torres	11885 Bolton Circle Parker, CO 80134	(720) 271-1774	vltorres22@gmail.com		


	Objective
	Seeking a position where I can apply my skills, experience and abilities to develop a strong employee-employer relationship to grow and succeed with a company while I continue working on my master’s degree

	Skills
	· Excellent verbal and written communication skills and experience
· Ability to complete projects in an effective, organized and efficient way 
· Knowledge and extensive experience using all Microsoft Office programs


	
	

	Education
	Jones International University
Master of Business Administration
In progress, GPA 4.0

Colorado State University
Bachelor of Arts, Speech Communication
May 2007 graduate, GPA 3.2

	
	

	Experience

	
HR Recruiter/Coordinator, Chuck Latham Associates, Parker, CO 
September 2013 to present
· Post and manage new job opportunities across the country to ensure effective staffing for our clients
· Assist candidates in completing the hiring process
· Assure all HR paperwork is completed in a timely and effective  manner

Staffing Coordinator, Professional Case Management, Denver, CO 
May 2012 to August 2013
· Manage and organize schedules for nurses and clients in eight different states
· Maintain notes in the HRIS system for nurses regarding availability, FMLA, employee relations and retention, and hiring/HR purposes
· Develop and maintain relationships with clients and employees
· [bookmark: _GoBack]Work closely with recruiting and the HR Department to ensure efficient staffing 

Admissions Counselor, Jones International University, Centennial, CO 
November 2009 to April 2012
· Actively recruit and enroll new candidates while retaining student base
· Selected to join specialty team to retain other counselors’ students
· Helped train new hires
· Consistently met or exceeded monthly quota 


Admissions Representative, Denver School of Massage Therapy, Aurora, CO 
February 2009 to November 2009 
· Actively recruited and enrolled new students into massage therapy programs
· Advised and maintained student population



