Sherrie 

SUMMARY______________________________________________________________________________
HR Recruiter Manager who communicates and collaborates effectively with all levels of personnel by relying on excellent interpersonal skills, outstanding customer service, and a solid expertise in human resources management.  Self-starter with unsurpassed analytical, organizational, and project management abilities.

EXPERIENCE_____________________________________________________________________________
Human Resource Recruiting Manager




2015 to current

Tropical Distributor







Florida

· Conduct regular follow-up with HR Director to determine the effectiveness of recruiting plans and implementation.
· Develop a pool of qualified candidates in advance as needed.
· Lead the creation of a recruiting and interviewing plan for each open position.
· Efficiently and effectively fill open positions.
· Enters processes and retrieves employee data utilizing a Windows-based Human Resources system to make employee changes and obtain information requested by employees.
· Research and recommend new sources for active and passive candidate recruiting.

· Processes pre-employment background checks & Drug Testing.
· Create job descriptions and post to a variety of newspapers and online hiring agencies. 
Human Resource Recruiter






2009 to 2015
Advance Communication Group





Florida
· Performed full cycle recruiting for At&T, Time Warner and Comcast, averaging 25-30 hires per week.

· Developed creative strategies to secure candidates utilizing the internet, job fairs, social networks, staffing agency.

· Prospected candidates, reviewed resumes, conducted phone screens, held individual & group in-person interviews, submitted profile summaries to division management, arranged team interviews, summarized feedback loop, and presented offers.

· Set up candidates with assessment testing using burke system.
· Conduct orientation once a week.

· Conducted onboarding for all new hires.
· Scheduled drug testing and background checks for new and current employees.
· Met or exceeded hiring goals; maintained and reported all hiring and pipeline matrixes.
· Successfully met affirmative action goals.
Purchasing Agent







1997 to 2008
H.R. Nicholson Mfg. Co






Maryland

· Processed Purchase orders and billing for nationwide & overseas operations.
· Ordered all raw materials from overseas and domestic suppliers for finished product production.

· Maintained all inventory on a day-to-day base. Maintained computer transfer of finished goods and raw materials.
· Revised requisitions and specifications to obtain competitive quotations from vendors

· Prepare tabulate and analyzed bids to determine lowest and best bidders.

· Keep files on vendors who has requested bids, and record proper documentations.

· Prepared invitation to bid before dead line and maintained registration with State and Federal agency throughout the United States.

EDUCATION_________________________________________________________________
Certified     -   Excel, Desktop Publishing, Word Perfect, Word Processing
Advance knowledge – Quick Books Program, MS Word, MS Office, 70 WPM
Architectural Drafting & Fitness and Nutrition & Licensed Real Estate Agent

E-mail: � HYPERLINK "mailto:sherrie.331075@2freemail.com" �sherrie.331075@2freemail.com� 














