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O skiLLs @ PROFESSIONAL SUMMARY

Applicant Tracking Systems Dynamic Talent Acquisition Coordinator with a decade of experience in
refining recruitment strategies and enhancing candidate interactions.
Proficient in managing the entire hiring lifecycle, | nurture relationships
across departments to foster collaboration and efficiency. My commitment
to operational excellence ensures a seamless onboarding process,
promoting a positive workplace culture and driving organizational success.
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Data Analysis

oo

Presentation Skills

~N

© WORK EXPERIENCE
Attention to Detail

_ ; Talent Acquisition Coordinator Il £8 Jan/2019-Ongoing
Maple Leaf Consulting X Toronto, ON
Project Management 1. Coordinated interview schedules and accommodations across all levels

within the Small Business Division, enhancing candidate experience.

2. Managed new hire paperwork and conducted orientation sessions every
Monday, ensuring compliance and engagement.

3. Collaborated with recruiters and hiring managers to deliver an exceptional

N

0 INTERESTS candidate journey from application to onboarding.
< ] ) 4. Initiated employee requisitions, securing necessary approvals and
¢~ DIY Projects 3< Crafting identifying optimal advertising channels.

5. Acted as a primary contact for candidates, facilitating communication
across various business units.

6. Arranged travel logistics for candidates, working closely with executives to
accommodate their schedules.

7. Welcomed candidates on-site, providing refreshments and conducting

@ STRENGTHS informal interviews to gauge fit.

TALENT ACQUISITION COORDINATOR 8 Jan/2015-Jan /2019

1. Led candidate interview mass hiring events, achieving immediate
placements for qualified candidates.
2. Streamlined recruitment processes through innovative workflow
LANGUAGES enhancements, accommodating increased responsibilities.
3. Oversaw the Internship program for over 100 students, coordinating
orientations and project assignments.
. Managed all transactional recruitment activities, ensuring smooth
processes from travel coordination to immigration documentation.
5. Conducted pre-employment checks and organized new hire orientations
for seamless onboarding.

O Meditation i History

IN

English Italian German
€) ACHIEVEMENTS € EDUCATION
“f Successfully reduced time-to-fill Bachelor of Science in Human Resources & ;Eé?z/ _33?5/
positions by 25% through process Management
optimization. University of Phoenix ¥ santa Monica, CA
‘¢ 'mplemented a new candidate Focused on talent acquisition, employee relations, and organizational
tracking system that improved behavior.

communication efficiency by 40%.
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