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      Doretta T

      
        The Builder of A Companies Success
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Information & Record Clerk
          	
            Location:

            
              Richmond, VA
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Staffing Coordinator - Provide Independent Contractors to staff   Administrative, Warehouses, Production Companies and Call centers on a daily basis, improving client satisfaction and productivity.  Supervision and assist with coordinating recruitment and orientation of Independent Contractors' to clients'.  Verification of schedules and time sheets’ for payroll.  Contacted all Independent Contractors’ and Client's’ as needed and record their availability and needs. Counsel Independent Contractors’ according to policy. Updated Independent Contractors' and clients’ profile notebook on a daily basis. Input all scheduled shifts for Independent Contractors'.  Documented all calls and questions accurately and courteously. Followed up on all unresolved situations or requests and took appropriate actions to resolve the issues. Reported all concerns and issues to Management. Provided exceptional level of customer service. Coordinated job fairs to recruit new Independent Contractors’ and marketing for new Clients’.  Maintained active, inactive, terminated files. Responsible for obtaining criminal background reports on Independent Contractors. Provided coverage for the Front Desk in the mornings (8am-12pm). Assisted Human Resources when needed. Trained management staff on the use of obtaining criminal background reports. System used Staff-Med.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Inter-Site Management Inc	

				(Confidential)

				7/2006 - 4/2007
	Arthur Kill Correctional Facility	

				(Confidential)

				10/1976 - 10/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Port Richmond High School	Academic Diploma	1974	
              
                High School/GED Degree
              
            


    

    
  

  

  
    Social Media

    
      	TYPE	TITLE	URL	DESCRIPTION
	
            

          
	Magazine	Magazines 	media url	I read thru magazines sometimes for marketing for my job.
	Website	Websites	media url	I like surfing the websites


      

    

    
  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Government, State, City agencies, Fortune 500 companies,  Philip Morris, GE

    
  

  

  

  

  
    

    Keywords

    
      	Administrative Assistant
	Office Manager
	Records Clerk
	Clerical
	Receptionist
	Purchasing Agent


    

    
  

  
    

    Responsibilities

    
      Provided staff to property management offices. Daily data entry of all transactions between staff and management companies.
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          1 833 763 2297
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