
Steven Abbott
	objective

	
	Professional with customer service and recruiting/management experience seeking a challenging and responsible position with opportunity for additional training and advancement.

	Experience

	
	Dec 2008- March 2009        The LaSalle Network/Redbox Automated DVD Rental  Chicago, Downers Grove, IL 

On-Site Project Manager
· Develop and Maintain strong client/candidate relationship through face to face quality assurance and consistent follow up

· Attendance and performance maintenance

· Counseling, conflict resolution, termination and unemployment maintenance for field employees

· Field employee first orientations/payroll verification

· Maintain open communication with Managers, Team Leads and BDM’s regarding issues with new orders and placements

· Communicate daily priorities to Team Leads, identifying priorities and establishing measurable goals
· Daily recruiting/resume sorting based upon currently active data base and job orders, conducting interviews

· Monitor and maintain status of all field employees files 

· Managed a staff of 50 or more

Dec 2007- Nov 2008             The LaSalle Network                                  Chicago, IL
IT Recruiter/Scheduler
· Develop and maintain professional candidate screening process to help identify and source qualified candidates regarding positions available 
· Utilize sourcing tools such as job boards, school/universities, internet, networking events and developing new ways to source

· Sourcing candidates in all areas of Information Technology
· Initiating contact with possible candidates over the phone for a pre-screening to make sure they met the minimum requirements for job orders
· Design and develop job postings/descriptions online, universities job boards
· Filed new candidates in the database 
· Called existing candidates for referrals regarding Information Technology positions 
· Scheduled candidates for face to face interviews

	
	Nov 2007 Temp               Schlesinger Associates                               Chicago, IL 
Telephone Recruiter

· Carefully selected consumers (respondents) to participate in various market research projects

· Responsible for contacting and screening consumers (respondents) to insure they met the criteria specified by the clients who conduct the studies

	
	May 2006-Sept 2006      Information Systems Consultants Inc      Westchester, IL 
IT Recruiter

· Sourcing candidates in all areas of Information Technology: Software Developers, Web Developers, Business Analyst, System Analyst, Software Engineers, Network Engineer, Help Desk, Technical Support, IT Managers, Project Managers
· Cold calling regarding Information Technology positions and new business 

· Interviewed candidates to make sure there skill set matched what the clients were seeking 
· Searched for prospective candidates online and database
· Made all travel arrangements for Vice President online and or by phone when it came to conferences, meeting candidates and clients
Aug 2002-May 2005
Black American Studies Dept               Carbondale, IL 

Receptionist


· Filed professor records such as grades, evaluation forms, class schedules

· Answered the telephone, answered questions regarding professors upcoming classes offered
· Ran business errands around campus
· Assisted Professors in classroom when it came to providing copies of assignments, testing students and catalog information 

	Education

	
	2007
Southern Illinois University
Carbondale, IL
· B.A., Psychology

	
	

	Volunteer

	
	Century Assisted Living

· Assisted the clients with daily activities: writing letters to loved one’s,  exercising , cleaning, cooking
        University Catalog Advisor (SIUC) 2002-2007
· Assisted students with university courses when it came to picking majors and class schedule, degree programs
· Assisted students with understanding the financial aid process

· Assisted students with off campus needs (state benefits) such as state assistance with food stamps, gas/electric bills being paid



	
	


	 • e-mail SteveJr26@hotmail.com

	2220 S. Hamlin ave • Chicago, il 60623 • Phone (618) 203-6646
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