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Highly qualified Recruitment Coordinator with experience in the industry. Enjoy 
creative problem solving and getting exposure on multiple projects, and I would 
excel in the collaborative environment on which your company prides itself.

JUNE 2012 – OCTOBER 2012
ASST. RECRUITMENT COORDINATOR - ABC CORPORATION

 Negotiate corporate employment contracts and temporary staffing agreements.
 Generate and present job offers in coordination with hiring managers.
 Develop and initiate Human Resources strategic planning with executives and 

management.
 Coordinate with HR, Finance, and Operations to design workforce planning, 

employee retention strategies, and recruitment programs for future growth.
 Design, develop, and implement compensation strategies and programs, 

participate in compensation benchmarking, create pay practices and 
administration.

 Develop pay matrix for field and corporate employees, maintain current on 
industry compensation trends and minimum wage changes.

 Conduct screening and behavioral interviews, complete reference and 
background checks, evaluate applicant qualifications, and coordinate 
orientation/onboarding of newly hired employees.

2007 – 2012
RECRUITMENT COORDINATOR - ABC CORPORATION

 Schedule interviews, arrange travel for candidates, process expense reports, 
handle on-boarding of new hires and ensure that paperwork is completed 
properly and entered into PAN.

 Taleo - create new User accounts, reset passwords, create, post and edit 
requisitions and reports.

 Scheduled large slates of candidates for all available positions.
 Initiated Background and Drug Screens and follow up on any discrepancies.
 Worked closely with Hiring Managers to ensure proper care of their candidates.
 Worked with a team of 7 recruiters and ensure that all recruitment processes 

are followed and deadlines are met.
 Generated and created offer letters, offer packages, new hire information 

sheets, interview schedules, interview material packages and relocation 
packages..
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EDUCATION

B.A. in Sociology - (CALIFORINA STATE UNIVERSITY SACRAMENTO - Sacramento, 
CA)

SKILLS

Microsoft Office.
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