Diane Huffman

678-468-5291

dhuffman73@yahoo.com

Summary 

An accomplished Human Resource professional that is highly proficient in transforming complex business requirements into solutions.  Over sixteen years of practical experience delivering Information Technology and Healthcare resource solutions as a Senior Recruiter, Account Manager, and Recruitment Manager. Core strengths include IT and Healthcare recruiting strategies, providing solution to management teams, and facilitating communications with stakeholders.  
Skills 
Microsoft Office Suites XP, Internet Explorer, PeopleSoft, email and Matchmaker                      
Professional Experience 

2007- 2011          




  LaShena Smith and Associates, LLC
      

Senior Recruiter/Account Manager 
· Interacted with clients on overall sourcing plans.
· Perform full life cycle recruiting for candidates with federal government security clearances. 
· Provided recruiting support, candidate identification, screening, and hiring. 
· Participate in cross-line recruiting services to the client.
· Assisted with diversity recruiting efforts.
· Used resources such as referrals, networking, job fairs, internal database, job boards, and military installations to source candidates.
· Handle searches from inception to offer/acceptance to include sourcing, screening, interviewing, reference checks, salary negotiations and closing.
· Sourced, recruited, and managed positions that included cutting edge technology for Network Engineers, Design Consultant Engineers, Program Managers, Project Managers, Business Analysts, Developers, Unix Administrators, Testers, Architects, and Database Administrators.
2005 – 2007



                                

Ventura Staffing               
Recruitment Manager
· Planned and implemented the strategic recruitment efforts for one of the largest healthcare staffing agencies in the area. 

· Hired and train all new recruiting team members. 

· Managed Admin Assistants, and the Compliance Team.

· Served as the primary contact for recruiting-related issues. 

· Developed and maintain recruiting reports.
· Worked with the marketing team on strategies for new business and maintaining relationships with current clients.
· Sourced, screened, and interviewed clinicians for current job openings.

· Conducted background checks and drug screens on all applicants. 

· Attended trade shows, job fairs and seminars.

2002 – 2005 


                                              
Royal Staffing


Sr. Staffing Specialist/ Project Supervisor  

· Recruited, interviewed, hired, and counseled contingent candidates for various customers and positions.    

· Conducted appropriate pre-employment screening including references, criminal background investigations, and credit checks.

· Maintained client relationships and conduct customer satisfaction surveys.        

· Processed weekly payroll for 500 employees.                    

2000 – 2002      
                                                          
People Link Staffing   


Sr. Staffing Specialist          

· Contacted clients to up-sell skilled employees, “skill marketing” ·        

· Recruited, interviewed, hired, and counseled associates for temporary and or direct hire placement.   

· Process Unemployment and Workers Compensation claims.    

· Resolve customer and or employee issues in a timely and professional manner.             

1993 – 2000                                                                       
First in Temporaries Atlanta, GA     

Staffing Specialist/ On-Site Coordinator                                                                                                    

· Assisted Branch Manager in all areas of operations that included verification of employee applications, preparing payroll, and data entry.

· Processed Unemployment and Workers Compensation claims.       

· Created and administered effective recruiting plan for office personnel i.e. internet posting, weekly advertising, on line searches. 

· Consultant to client Managers/ Supervisors.      

· Interviewed, hired, and maintained contingent staff.        

· Conducted all appropriate pre-employment screening i.e. drug testing, verifying past employment references, criminal background, and credit checks.      

· Performed employee counseling as needed.  

