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A dedicated and hard-working individual that will make a positive impact, seeking a 
full-time position with a reputable company where work experience, skills, and 
education will utilize.

EXPERIENCE

Job Recruiter
ABC Corporation - MAY 2013 – SEPTEMBER 2013

 Scheduled and coordinated onsite and phone interviews.
 Participated in candidate feedback sessions to evaluate and select 

the final candidate.
 Create and sustain positive client and applicant relationships.
 Create a staffing strategy to identify ways of sourcing applicants.
 Create and post positions on Web Recruiter and ads, as appropriate to

fill open positions, interview candidates, etc.
 Arrange interviews for the hiring manager and follow-up to obtain 

interview status.
 Upon identifying the chosen applicant, confirm the start date with the

hiring manager and the applicant, schedule new hire orientation.

Job Recruiter 
Delta Corporation - 2012 – 2013

 Scheduled and coordinated onsite and phone interviews Participated 
in candidate feedback sessions to evaluate and select the final 
candidate .

 Create and sustain positive client and applicant relationships Create 
staffing strategy to identify ways of sourcing applicant pools for each 
open .

 Create and post positions on Web Recruiter and ads on Monster.com, 
as appropriate to fill open positions, interview candidates, which 
includes .

 Arrange interviews for hiring manager and follow-up to obtain 
interview status.

 Upon identifying the chosen applicant, confirm the start date with the
hiring manager and the applicant, schedule new hire orientation.

 work from home) Responsible for contacting applicants to schedule 
interviews for open positions in various fields.

 Once interview is complete responsibilities include documenting the 
interview, deciding on passing the applicant on to the client, and 
follow up .
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EDUCATION

 A.A. in Early Childhood Education, General Studies - 2013(Housatonic 
Community College - Bridgeport, CT)

SKILLS

Problem Solving, Listening and communicating clearly. Self-motivated, dependable, 
and punctual. Leadership and teamwork. Proficient in Microsoft Word and PowerPoint 
Proposals.
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