John Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 Employment Staffing
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· More than five years experience as an employment recruiter. 

· Thorough knowledge and excellent knowledge of modern office practices and procedures. 

· Strong customer service skills, with the ability to diffuse difficult situations.

· Proficient in general office duties, including Microsoft Office and knowledge of basic business techniques and methods of using standard word processing, spreadsheet, database and other office software and equipment. 

· Type accurately at a rate of 40 w.p.m.; use multi-key calculator, maintain precise records. 

· Experienced in the principles and methods involved in job placement services and techniques.

W  O  R  K    H  I  S  T  O  R  Y
2008-Present: Temp Help Inc. Indianapolis, IN.
                                   Employment Staffing Recruiter
1. Greet employers over the telephone.

2. Answer questions regarding status of various accounts and attend to problems or complaints from customers in person, on the telephone or by written e-mail or fax correspondence.

3. Set up and maintain various files, records.

4. Responsible for recruiting and sourcing passive/active candidates for permanent and contract placements. 

5. Matched and identified qualified prospective candidates for information technology related positions with detailed technical screenings and reference checks.

6. Designed and prepared posting and ads for open requirements.
7. Negotiated compensation with prospective candidates for permanent and contract hires. 
8. Identified, located, and matched candidates in the following skill sets; Applications, Infrastructure, Sales, Marketing, and Engineering.
9. Participated in career fairs.
E  D  U  C  A  T  I  O  N
Bachelor of Science in Community Health Education
Indiana University, Bloomington, IN
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