PATRICIA W. SANDERS

48 Van Sant Rd.  Newark, DE 19711

Sunlady505@comcast.net

(302) 737-8070 (H)

 
OBJECTIVE: To obtain a recruiter or on-site manager position in a progressive organization. 
EMPLOYMENT HISTORY:
YOH, Newark, DE






10/07-PRESENT

Recruit contract professionals in various disciplines (science, engineering, production, admin, etc. for large local accounts including DuPont, Siemens, Astra Zeneca and Invista.  In this position, I recruited 70% under a vendor management progam (Agile) and 30% responsible for On-Site Manager duties (PPE, safety, employee relations, incident reporting, time and pay issues).
THE NETWORK GROUP, Wilmington, DE  



1/07- 10/07
Executive Recruiter 
Recruiting candidates predominantly in the commercial construction and engineering fields for the Tri-State area. Other recruiting areas/industries include: financial, accounting, management, energy, safety and various other industries, Recruiting process consists of posts, cold calling, interviewing, networking groups, reference checks, offer negotiations, billing, client and candidate follow-up, business development. 
BRANDYWINE SCHOOL DISTRICT, Wilmington, DE 


4/04 – 12/06
Operations Specialist/Executive Assistant 
Managed the day-to-day operations of the Superintendent’s office serving as his Executive Assistant. Responsibilities include Board of Education, staff, parent, school and political communication and interaction.  Develops and implements office procedures to facilitate performance of assigned duties in conformance with school district and State of Delaware policies and regulations. 
· Exercised independent judgment, discretion, organization, planning and high level initiative and critical decision making skills.

· Extremely strong interpersonal skills demonstrated to interact with various personalities involved 
· Facilitated/mediate difficult parent, student and concerned citizen phone calls and walk-in visits. Met one on one as necessary. 

· Independently responded to phone, mail and personal requests from the Staff, Board and Community utilizing strong interpersonal and problem solving skills
· Interface for Superintendent with staff, public, teachers. Board, parents 

· Communicated and managed administrative duties for Board of Education

· Gather, organize and communicate weekly information to the Board and various Task Force/Committees

· Monitored budget, i.e. invoices, charges, bills reconcile against account
· Take an active role  in managing the Superintendent’s schedule/calendar
· Promoted open door policy to the community

· Arrange yearly and quarterly dinners, awards presentations, retreats, and student committees, State of the Schools community and political groups and contacts. 

· Write description, interviewed, hired and trained Secretary to the Superintendent 

· Participated on the District Recruiting Team

· Using public relation skills and media training, served as back-up for Public Information officer. 
SPHERION, Wilmington, DE 






8/03 - 4/04
Recruiter (Contract) 







Vendor managed recruiting for both branch and corporate delivery services. Building relationships with Branch Managers and corporate HR professionals to source, screen and deliver quality candidates nationwide. Clients include Sodexho, Americredit, Deluxe, Hot Topic, Lockline, Caremark, etc.

 
XONEX RELOCATION COMPANY, New Castle, DE  



10/02 – 6/03
Relocation Services Manager 

Licensed Delaware Real Estate Agent engaged in representing corporate clients to counsel on policy and facilitate corporate moves for new hires and transferred employees.  Facilitate interaction, budget and transfer process between employee, employer, mortgage, real estate, banking, transportation and community representatives.
 
E. I. DU PONT DE NEMOURS & CO., Wilmington, DE



5/90 – 9/02
Staffing Supervisor - Mid-Career & Applicant Sourcing (1/02 – 9/02)

         Managed budget of $1.3Million responsible for Mid-Career Recruiting and 

       applicant sourcing


         Managed the Staffing offering to the US Region (28 Business Units) within DuPont
             this included a staff of full and part-time recruiters

        Accountable for US Region Mid-Career Requisitions (250/yr) including 52 disciplines 

Operations Supervisor, Corporate Staffing (7/01 - 1/02)
· Benchmarked and established performance measurements for the recruiting process
         Redefined and leveled staff positions which lead to upgrades, progression and
       development opportunities.
· Managed the day-to-day operations of the Corporate Staffing group 
· Operations responsibility also included:  policies, procedures, vendors, contracts, systems (BrassRing), college interview scheduling and logistics, literature, inter and intra-net sites.
· Improved metrics on recruiting life cycle
Mid-Career Staffing Consultant - Corporate Staffing (8/9 - 7/01) 
 A special assignment to lead a process improvement effort for the operational support services    of University and Mid-Career recruitment.
· Initiated and developed a Corporate Staffing Offering to the 25+ Strategic Business Units
· Partnered with business leadership and HR functions to formulate and implement 
       targeted recruiting strategies to meet the needs and EEO 

· Led the strategic planning and implementation of the corporate e-Recruiting efforts.

· Represented DuPont and networked on an Experienced Hiring Networks
·  Initiated  the process to establish a  Preferred Vendor List for Staffing

· Managed and trained the staff in the generation of candidates which includes: 
· advertising, cold calling, internet sourcing, job fairs, open houses, direct mail, 
· employment agencies, campus recruiting, Technical Professional Meetings, Diversity 
       focused meetings, Non-profit Employment agencies, Alumni organizations,  

· Outplacement Agencies, Employment Clearinghouse databases, Professional

 Associations, various referrals and networks
. 
Senior Human Resource Specialist /Ag Crop Protection (5/90 - 8/98)
· Served as consultant to 1200 R&D employees (on salary, transfer, relocation, Visa, housing assistance, work family and general HR issues.

· Organized, planned and facilitated Personnel and Succession Planning process for R&D.


Consulted employees to ensure consistency and balance in HR policy

       Negotiated and drafted legal contracts for consultants and visiting scientists.

· Staffed newly formed Biotechnology unit (clerical, lab, professional, visiting scientists) 
· Negotiated and drafted legal contracts for consultants and visiting scientists.

· Facilitated all internal transfers for Ag Exp. Station site and managed the recruiting process for interns, SEED and School-to-Work programs... 

· Participated in the re-evaluation of 300 administrative positions using the Hay Method
· Generated the Ag Crop Protection business head count and Business Ethics reports.

 

TECHNOLOGY SKILLS:  Infogist, AIRS Certified, Brass Ring, Resumix, Kenexa, Lotus Notes, Outlook Express, Copernic, Word, Excel
 

PROFESSIONAL ACTIVITIES and INVOLVEMENT

Certification - Professional in Human Resources (PHR) from Villanova University – 1996

State of Delaware Real Estate License

