Jane Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804
(888) 555-1234



OBJECTIVE

A challenging position in an employment recruiter/staffing position working closely with applicants and employers that will challenge my abilities as a certified professional.
SUMMARY  
· 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. 

· Knowledge of machines and tools, including their designs, uses, benefits, repair, and maintenance. 

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

RELATED EXPERIENCE

Temp Help Inc. Indianapolis, IN.                                                                                              2008 - Present 

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. Participated in career fairs.
Temp Help Today, Indianapolis, IN.                                                                                             2006 - 2008 

Employment Staffing Recruiter

1. Responsible for National recruiting and sourcing passive/active candidates for permanent placements for medium to small business clients.

2. Complete special projects as assigned including organized contact list and filing system of all my patients. 

3. Identified, located, and matched candidates in the following skill sets; Applications, Infrastructure, Sales, Marketing, and Engineering.
4. Conducted the interview and selection process, partnering with the hiring mangers and other interviewers to define interview strategy and frame offer packages.
5. Assessed qualifications and skills of potential candidates by technical phone screening, pre screening and reference checks.

6. Created out of the box recruiting techniques for hard to fill positions.
7. Input accurate information into the applicant tracking system.
8. Participated in career fairs sponsored by employers.
Temp Help Tomorrow Indianapolis, IN.                                                                                      2004 - 2006 

Employment Staffing Recruiter

1. Assisted with phone calls and messages. 
2. Worked with external vendors to ensure appropriate tests, background, and reference checks were completed.

3. Conducted technical and preliminary screenings.
4. Input accurate information into the applicant tracking system.
5. Coordinated interviews between clients and candidates.
6. Promoted to Senior Recruiter in due to performance.
7. Selected, managed and ordered a range of products for the office. 

8. Served as a trainer and mentor for four new hires.
9. Possess effective communications skills, and work well with others at all levels.

EDUCATION

Columbus North Patriots High School, Columbus, IN 

Diploma

Indiana University, Bloomington, IN
Bachelor of Science in Community Health Education
AIRS CIR Certification
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