Phone (734)-330-4562 • E-mail jenny.l.austin@wmich.edu
4042 Three Oaks Dr. #1B, Troy, MI 48098
Jenny L. Austin

Education

BBA, Human Resource Management                            Western Michigan University, 
Kalamazoo MI
GPA 3.62/ 4.00 - Cum Laude
Professional experience

Technical Recruiter 




                                        CitiStaff, Troy MI                                             07/07/08- 2/25/09

                            
· Responsible for recruiting employees for CitiStaff’s automotive and engineering clients. 

· Screened all candidates through initial phone interviews, face to face interviews, reference and background checks, drug screens and physicals. 

· Extended job offers and assisted with terminations and layoffs.  

· Oriented new hires, and assisted them with the completion of all necessary paperwork (I-9, W-4, company policies, and employment contract).

Reason for Leaving- Economic conditions caused an 80% staff layoff. 
Human Resource Recruiter/ Consultant                                              AWS , Kalamazoo MI                11/17/07- 06/27/08
                                         
· Responsible for recruiting and hiring high quality staff, and serving as a resource and liaison for employees and management on human resource issues and compliance. 
· Saved office thousands monthly by becoming a certified trainer, and creating a training curriculum that could certify all of our direct care employees in house. 
· Recreated and conducted new employee orientations.

· Maintain employee files with up to date information required by federal and state law, as well as accreditation agencies. Attained 100% accuracy during both audits of my employee’s files.

· Conducted salary surveys, did research, and prepared reports on program specific information when requested. 
· Conducted exit interviews, and assisted with employee terminations. 
· Supervised administrative support staff. 
Reason for Leaving- AWS shut down the Kalamazoo, Michigan office; I was offered a position at the Indiana branch but could not relocate there at the time.

Human Resources Department Intern                              Battle Creek Health Systems, MI                               8/3/07-11/15/07
· My responsibility lied in assisting with the recruitment and selection process, including job postings, resume review, initial screening (phone/ preliminary interviews and background/ reference checks) and job offers. Assist in the facilitation of new employee orientation, and great service (customer service) training.  

Reason for Leaving- Internship was scheduled to end, and I was offered full time employment in my field of study.

HRIS AND SOFTWARE KNOWLEDGE

Navision Attain, PeopleSoft- HRIS, Job Science, Salesforce 

Microsoft Office Suite- Word, Excel, PowerPoint, Outlook

Professional Development

Leadership: Society for Excellence in Human Resources Vice President 07-08, SHRM Member

Certifications: American Red Cross CPR/ FA Certified Workplace Instructor,
Labor Relations Alternatives: Conducting Serious Incident Investigation 3 Day Training Course 2008

Work Experience

Part-time employment to help finance my college education.
June 2006-December 2007         Carrabba’s Italian Grill                         Waitress
April 2005–June 2006              Fieldstone Grill                              Waitress 

April 2004–April 2005             Kalamazoo Country Club     Banquet Server

