PROFESSIONAL SUMMARY
Experienced bilingual Job Coordinator with a demonstrated history of working in the staffing and recruiting industry. Skilled in HR Consulting, Microsoft Word, Sales, Technical Recruiting, and Management.  Am also a strong community and social services professional with a Bachelor of Arts focused in Political Science and Communications from Villanova University.
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Villanova University 2014
Bachelor’s degree: Political Science & Minor in Communications				
Languages: English & Spanish		
Computer Skills:		
Microsoft Suite (Excel, Word, PowerPoint, Access)
Typing Speed: 55wpm
Certification: Mental Health First Aid USA

PROFESSIONAL EXPERIENCE
PA CareerLink North Esperanza Campus							May 2016-Present
Job Matching Coordinator
· Develop, build, and maintain relationship with candidates and employers to maximize job placements.
· Screen candidate resumes in order to make sure their qualifications meet job requirements.
· Work individually with candidates to identify job matches and prep them for upcoming interviews.
· Complete Community Service packets when candidates exceed job search period.
· Utilize Kronos clock system to keep track of candidate time and attendance.
· Use internal database to grow list of employers and keep track of current job openings.

IntePros Consulting									Feb 2015- Jan 2016
Full Life Cycle Recruiter
· [bookmark: _GoBack]Developed creative recruiting resources to attract qualified professionals interested in contract, contract to hire, and direct hire employment in the assigned area. 
· Made and received phone calls to grow the internal Applicant Tracking System database of cleared candidates. 
· Responsible for screening candidates to ensure their qualifications meet job requirements. 
· Presented job opportunities to qualified candidates. 
· Assisted new hires with onboarding paperwork 
· Coached candidates through the client interview process.  
· Prepared resumes for presentation to clients.

Congreso de Latinos Unidos (Seasonal Intern)						Sept 2008-Dec 2014 
Administrative Assistant for adult education program
· Office Management.
· Assisted professor in guided instruction.
· Produced and distributed correspondence memos, letters, faxes and forms.
Human Resources Assistant
· Created spreadsheets and presentations.
· Received applicant resumes and sent them to the right recipient.
· Conducted background checks.
· Office Management and data entry.

Villanova Law Clinic (Intern)								Jan 2013- May 2013
Office Assistant & Interpreter 
· Translated court and client documents from English to Spanish and vice versa. 
· Interpreted client and attorney meetings.
· Hotline phone assistant.

Michael Farrell Law Office (Summer)							Jun 2011- Aug 2011	
Administrative Assistant
· Filed case documents and researched cases.
· Interpreted client/and attorney meetings.
· Transcribed letters and faxes.
REFERENCES
References are available upon request.
