Bilingual Human Resources Recruiter

Direct Mail Solutions is seeking a motivated individual to join our team as a Bilingual Human Resources Recruiter.  As a leader in the direct mail and fulfillment services industry, we are equipped with highly skilled associates and sophisticated equipment. 
The primary responsibility of the position will be to work directly with all managers to recruit and retain talented individuals in both non-exempt and exempt positions.  The candidate will work closely with managers to determine the personnel needs of the company.   Responsibilities include:
· Managing the recruitment process from the initial receipt of job requisition through the on-boarding process.  
· Evaluating candidates’ strengths through evaluations, screening and interviewing.
· Completing necessary pre-employment processes including reference checks and drug testing. 
· Focusing on retention of work force by analyzing the turnover and conducting exit interviews. 
Job Requirements
· Candidate must have a Bachelor’s degree in Business Administration or three to five years HR recruiting experience.  
· Possess strong written and oral English and Spanish communication skills.  Ability to relate to all levels of staff.
· Adapt to differing management styles, while maintaining the integrity of Human Resources.
· Working knowledge of Microsoft Word and MS Outlook.
· Experience in a production oriented business.
· Demonstrate team attitude and effort.  Desire to learn in a fast-paced production environment.
Send resume and salary requirements to kharrison@directmailsolutions.com

