
Robert Smith 
Staffing Consultant/Recruiter

PERSONAL STATEMENT

Seeking a Recruiter/Human Resource position where I can utilize my skills 
with opportunities for growth and advancement in a similar field.

WORK EXPERIENCE

Staffing Consultant/Recruiter
Pridestaff -   December 2015 – 2019 

Responsibilities:

 Full cycle Recruiter and third party for all positions in the light industrial 
and skilled fields such as forklift operators, cherry pickers, warehouse, 
machine operators, shipping and receiving, welders, electricians, 
plumbers, carpenters, and various other positions in the field. Also staff 
for office, clerical, and finance positions in AP/AR, Sales, IT, Specialist 
and others in a similar field.

 Process all hire documents for candidates in Bullhorn run background 
checks, drug screens, and e-verify on all hired employees using 
TalentWise.

 Process all payroll time cards for employees and make sure all are set 
up on direct deposit, cash card, or a live check.

 Correct any credit and adjustments were necessary on invoices or 
checks.

 The main point of contact with clients in regards to making sure all 
orders are filled in a timely matter and all needs are met or any issues 
that may arise be settled in a professional manner.

 Write and post job descriptions on the company website and career 
websites, job boards, and social networks sourcing candidates by using 
databases and social media LinkedIn, Facebook, Twitter, CareerBuilder, 
Indeed, WorkinTexas and others.

 Evaluate and screen resumes cover letters and assist in creating 
resumes for qualified candidates.

Staffing Consultant
ABC Corporation -   2013 – 2015 

Responsibilities:

 Recruit exempt and non-exempt level positions for US Steel/Wheeling 
Machine Products.

 Review resumes, invite candidates to test, conduct testing and 
complete phone interviews to select the most qualified applicants to 
send to my hiring managers for further review.

 These duties are carried out at two different locations, listed above.
 Am responsible for maintaining results for background, medical, 

physical and drug testing for each candidate at both locations.
 Am responsible for knowing and being able to report to both IBM and US

Steel on each site for every candidate in process for offers, pre-
employment testing, onboarding and those cleared for New Hire 
Orientation.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Multi-tasking in a fast 
paced environment.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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 Attend college and local career fairs, marketing US Steel to potential 
employees.

 Job eliminated due to decline in oil/gas prices..

Education
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