KAY ALLEN, M.B.A, CPRW
2307 Paces Park Drive • Decatur, GA 30033 • (404) 617-1515 • kallen.cprw@gmail.com                       
FULL-CYCLE TALENT ACQUISITION CONSULTANT ● HUMAN RESOURCES PROFESIONAL
· Dynamic and results oriented recruiting professional with over 7+ years of high volume agency and corporate experience focused in the placement of high caliber professionals within the industries of Information Technology (C++, C#, ASP.NET, Network Administrators, and Desktop Support), Accounting & Finance (Controllers, Financial Analyst and Payroll Administrators), Natural Gas Industry (Operations Supervisors, Field Service Reps (I, II), NG Engineers, Corrosion Technicians), Sales (Customer Svc, Account Reps) and Human Resources
· Substantial experience with high level staffing projects, monitoring budget expenditures, supervising/training staffing teams and familiarity with recruitment processes that involve labor laws, unionized environments, and federal/state regulations related to employment law (EEOC guidelines – OFCCP – Affirmative Action)
· Extensive value added recruiting experience with an understanding of Client HR policies (I-9 audit forms, state/federal allowances, E-verify, and benefits administration), recruiting goals, work culture, critical success factors, strategic workflow processes and the impact of government (BCIS, US Department of Labor) regulations for hiring

	
	Education & Credentials
	


M.B.A, Marketing, 2007 ( American Intercontinental University (3.9 GPA)
Bachelor of Science, Biology, 2003 ( Tuskegee University

Nonpublic Institutional Agent, 2009 ( Nonpublic Postsecondary Education Commission

ACICS Agent, 2010 ( Accrediting Council for Independent Colleges and Schools

CPRW (Certified Professional Resume Writer Certification), 2010 (  PARW

Software/Applicant Tracking Systems:

MS Office 2003/2007/2010, Windows XP/VISTA/7 SharePoint, Goldmine, Training Partner, Micro J, VISION, Netscape, RALPH, CampusVue, Citrix, LexisNexis, CVTracer, PC Recruiter, Taleo, iCIMS,  PeopleClick (Peoplefluent), PeopleSoft, PeopleSoft Financials

Associations/Memberships:

PARW-Professional Association of Resume Writers

NABA-National Association of Black Accountants

Community Service Projects:
United Way – Community Volunteer

Goodwill Industries – Career Services Facilitator (Active - Weekly)

	
	    Professional Experience
	


AGL RESOURCES (CONTRACTOR) - Atlanta, GA    

                                                        

Talent Acquisition Consultant ● 3/11-8/11 
· Selected to bring the Customer 1st Initiative Project to a close by recruiting for over 40+ requisitions simultaneously, on boarding 160+ total new hires within a 6 month period and providing direction and transition information to the AGL talent acquisition team 

· Initiated and coordinated various projects and processes including: executing a new recruiting strategy, implementing a new on boarding process for new employees, and providing tactics to improve organizations within the talent acquisition department

· Participated in the development of strategic workforce planning processes with client groups and executed effective hiring processes in order to attract, screen and select quality candidates to meet project needs and prepare for a new operation model affiliated with an upcoming acquisition with Nicor gas

Selected Contributions


· Customer 1st Initiative Project: Led the recruiting process for the high volume placement of Field Operations within the SE Region (six subsidiaries - Virginia Natural Gas (Union), Elkton Gas (Union), Elizabethtown Gas (Union), Chattanooga Gas, Florida City Gas, and Atlanta Gas Light) aligning with efforts to gain approval for a $50 million dollar rate increase and report EEOC/Affirmative Action statistics to Federal and State Authorities
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ANTHEM EDUCATION GROUP (CONTRACTOR) - Atlanta, GA


Corporate Recruiter (Atlanta Location Manager) ● 6/10-3/11 
· Responsible for managing the full-cycle recruiting process which entailed the development and execution of recruiting strategies and recruiting responsibilities that included:
· Sourcing candidates via creative recruiting strategies, prescreening candidates, reviewing and verifying background/credit checks, interviewing potential candidates, creating offer letters, negotiating pay rates, and completing new hire paperwork with all new hires (over 100+)
· Created and maintained ongoing partnerships with organizational leaders by implementing new recruitment strategies, providing competitive market compensation analysis and forecasting industry trends

· Provided ongoing support in functional areas of the HR Department which included:

· Recruitment and employment, compliance regulations, employee and/or labor relations, job evaluation, compensation management, benefits administration and organizational development

Selected Contributions

· Identified 90-100% match candidates which reduced cost per hire 3k to 5k, and increased productivity by reducing turnover by 35%
NEW HORIZONS COMPUTER LEARNING CENTER - Atlanta, GA


Consumer Education Consultant - Interim Career Placement Manager ● 1/09-6/10
· Recruited, advised and consulted IT candidates to enhance technical skills within the IT field by taking part in certification programs in the areas of Microsoft, Unix/Linux, CompTIA, Project Management (PMI), and Cisco Systems
· Developed and managed events within the Career Placement department which involved Orientation, Open House, Interviewing Technique classes, Resume Workshops, and Vendor Relations meetings
· Placed certified candidates into IT positions within and outside client base in order to maintain partnership with NPEC and state funded agencies which included Fulton, DeKalb, Atlanta, and Cobb County Workforce offices
Selected Contributions

· Hit Franchise Record: Monthly Revenue consist of  $150,000+, averaging revenue up to $1.8 million per year for Atlanta Education Consumer Team 

ROBERT HALF INTERNATIONAL - Atlanta, GA    

                                                        Senior Staffing Manager – Interim Division Director ● 5/06-11/08
· Drove the hiring process in a high volume time sensitive environment by working directly with hiring managers

 (Home Depot, Coca Cola, AT&T, and Comcast) for all RHI clients and managing candidates through the process of being placed on assignments

· Managed up to 50+ contractors on a weekly basis by assigning associates to client accounts for assignments (Temporary, Temp to Hire, Long term contracts) and handling in-house HR responsibilities which included managing weekly payroll, explaining benefits, and handling new hire paperwork
· Assisted the Branch Manager with managing the contract recruiting team, maintaining monthly budgets, allocating team resources, tracking hiring statistics, and negotiating contingency contracts

Selected Contributions
· Most Improved Branch (Georgia) – Gross Margin, Placement Fees, and Mark-ups rates (84%)
· Personally produced over $375,000 in yearly recruitment revenue, billing up to 1800+ hours per week (Accounting-Finance Division)
ENTERPRISE RENT-A-CAR - Atlanta, GA 

Branch Manager-Division Recruiter ● 7/03-5/06
· Generated, monitored profits and losses while consecutively recruiting management trainees for management roles within the ERAC Sales Division. Managed inventory control: consisting of managing and deploying a fleet of over 175 vehicles in the most efficient and cost effective manner possible
· Effectively communicated, influenced and interacted with special needs customers, and vendors within the southeast region  (Georgia Power, Clayton County Municipal Services, and Kuehne & Nagel) in order to meet commercial car rental demands
Selected Contributions
· Top Performers Club (Management Assistant): Mar. ’04, Apr. ’04, May’04, June ’04, July ’04 
· Set SE division milestone by eliminating debt and posting 65% increase in Operating Profit in 3 months
