N7731 283rd Street

Spring Valley, WI  54767

Phone (715) 220-7354

wmbverdouw@live.com
  WENDY M. VERDOUW
	Summary of qualifications
	Hardworking, dependable individual with nineteen plus years experience in the staffing/human resources/customer service industry. Ability to work well with deadlines and extremely detail oriented. 



	Professional Experience
	2003 - Present              Corporate Services, Inc                      River Falls, WI
Branch Manager River Falls, WI  08.06 to Present

· Responsible for start up of a new branch office.

· Supervise internal staff and 100+ external staff.
· Manage day-to-day branch operations.

· Interview potential employees and assess the candidate’s ability, desire and suitability for employment.

· Drug screen applicants.

· Background check applicants.

· Process temporary employee payroll.

· Determine wage increases and perform employee reviews.

· Maintain and increase revenue from current clients.

· Collections.

· Maintain computer files for applicants, employees and clients.

· Operate computer system: enter companies, job orders, perform candidate searches and place employees on job orders.  This is industry specific software.

· Verify I-9 documentation.

· Issue warnings and terminations to employees.

· Participate in unemployment hearings.

· Cold calling to gain new business.

· Manage Worker’s Compensation claims.
Branch Manager Rockford, IL  10.03 to 07.06

· Supervised all internal staff and 300+ external staff.

· Managed day-to-day branch operations.

· Interviewed potential employees and assess the candidate’s ability, desire and suitability for employment.

· Drug screened applicants.

· Background checked applicants.

· Processed temporary employee payroll.

· Organized and facilitated staff meetings.

· Determined wage increases and performed employee reviews.

· Maintained and increased revenue from current clients.

· Collections.

· Maintained computer files for applicants, employees and clients.

· Operated computer system: entered companies, job orders, performed candidate searches and placed employees on job orders.  This is industry specific software.

· Verified I-9 documentation.

· Issued warnings and terminations to employees.

· Participated in unemployment hearings.

· Participated in Workers’ Compensation insurance audits.



	Affiliations
	International Management Council (IMC) 2000 - 2001 Program Director

American Staffing Association

Junior Achievement

Society for Human Resource Management

Treasurer – Spring Valley/Elmwood Cub Scouts 2009 - 2013

	Education
	1995
Rock Valley College
Rockford, IL

Associates in Applied Science – Marketing

	References
	Available upon request.








