Steve Cook

1138 Hunters Court • St. Paul, MN 55112-3710

Home (651) 483-8300 • Personal e-mail: stevecookresume@comcast.net
Employment
IT Recruiting:  03/07 – present  (staffing company)
KellyIT – Bloomington, MN     (assignment ended 06/2007)
Provides companies with information technology professionals.
 
Experienced recruiter with the following: 

       *      Contract (short and long term), temp to hire, direct hire.

       *      Handled full life cycle recruiting - not just sourcing candidates.
       *      Screening prospective employees.
       *      Using recruiting management system (Kelly Recruiter and Kelly Staff Net)
       *      Finding (sourcing for candidates), screening, evaluating, interviewing prospective employees 

       *      Negotiate pay with client and also with prospective candidate keeping in mind KellyIT’s profit margin.

       *      Skilled user of technology.  Microsoft® Office Suite and more…

       *      Using Boolean operators on major search engine sites

       *      Searching for candidates in job boards

       *      Used company recruitment database for candidates using keywords related to the position requirements
       *      Networking
       *      Weekly fee award:  A week in May I had gross sales profit that was 2nd in entire nation and 1st in region
                     for  chargeable fees (I was the only recruiter/staffer in the Minneapolis office when most other 
                     branches around the country have more than one recruiter).
Customer Service:  11/02 to 03/07
NannyCam.net (aka 321cam.com) – St. Paul, MN (company purchased by Eagletron ‘07)
Manufacture of hardware and software for video security systems.
 
       *      Service the customer.   Pre-sales and also post-sales customer service.

       *      Most of the time I took telephone calls from prospective and also current customers, 
               but also answered email and online tickets too.

       *      Provided different levels of service based on that some people are very much of a 
              computer novice and some people are very experienced.

       *      Several employee of the month recognition (6 times) during my employment.
 

       *      All of the software supported is custom software.   It can be very, very complex.  
              I had to gear my service to the skill level of the person I was talking to on the telephone and 
              making complex things seem simple.          
       *      I became the expert with the software, and also real good with the video system hardware too.

       *      Detail-orientated and “multi-tasker”.  Ability to handle competing priorities and tight deadlines.   
       *      Known for quality and timely completion of projects.
       *      Effective Communicator.  Polished telephone, interpersonal, and writing skills.   
       *      Self motivation and a pro-active approach to meeting deadlines; strong time management skills. 
Training:  conduct training classes for all new employees of our hardware and software
Including conducting training sessions at client sites – post sales training of the hardware and software.

Advanced skills with Microsoft Word, Excel, Access, Outlook, Internet Explorer, Publisher and also Windows XP, Adobe Acrobat Pro, Reader, Photoshop too.
 

       *      Greeted every call in a friendly manner
       *      Made sure customers were satisfied with our services and/or products at the end of every call.
       *      Helped with customer questions to ensure customer satisfaction. 
       *      Answered any additional questions customer may have had about their account.
Sr. Mainframe Computer Programmer/Analyst:  07/98 to 11/02

       FairIsaac – Arden Hills, MN 
       *      Most senior computer programmer in a team of 10.   IBM Mainframe Computer Programming. Cobol.
       *      NCOA processing.  Group1 Mail/Merge, selects and matchbacks for large mail list processes.

Sr. Mainframe Computer Programmer/Analyst:  03/92 to 07/98

       Piper Jaffray – Minneapolis, MN 
       *      1099 system Team Leader in a team of 4.   IBM Mainframe Computer Programming.  

       *      Assembly programming language.   

       *      Reduced the processing time for the 1099 system from 6 programmers working for 9 days
                      down to 2 programmers working for 3-4 days.  
       *      System was cumbersome, now streamlined and also very thoroughly documented.
Mainframe Computer Programmer – 06/81 to 03/92

       *      IBM Mainframe.  MVS and DOS/VSE.   Cobol and Assembly programming languages.  JCL, CICS.
 
Military:  
       *      US Air Force Veteran - Staff Sergeant (E-5).  06-76 to 06/81
       *      Law Enforcement Specialist (Security Police) and Computer Operator.
       *      Honorable Discharge, good conduct medal, outstanding unit ribbon, had Secret Security Clearance too.

Academic Achievements and Computer Skills

Associate in Applied Science coursework: 
Community College of the Air Force
Lakewood Community College

University of Minnesota

Control Data Institute

Very experienced with complete Microsoft Suite of software including: Word, Excel, Access, Outlook, Access, Publisher, FrontPage.  Also Adobe Photoshop, Reader, Acrobat Pro.  
Significant continuing professional education, seminars, conventions, and special training programs: General Management, Human Resource Management, Operations Management, Customer Service, Marketing, Security, and specialized Information Technology. Computer literacy includes word processing, spreadsheet, graphic art software and Microsoft Office Suite. Advanced Internet experience.  
A detailed matrix of computer and technical skills can be presented anytime
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