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Here are a few of our current openings for MAY 2012…
· BI-LINGUAL EXECUTIVE ASSISTANT

· TRAINING AND COMMUNICATIONS ANALYST
· TRAINING SPECIALIST

· PAYROLL SPECIALIST

· SENIOR ADMIN. ASSISTANT W/ FRAMEMAKER

· SALES REPRESENTATIVE

· ADMINISTRATIVE SPECIALIST W/ SAP

· CUSTOMER SERVICE REPRESENTATIVE

· TRAINING SUPPORT ASSISTANT

· EXECUTIVE ADMINISTRATIVE ASSISTANT

· DATA ANALYST
· BENEFITS ANALYST

· HUMAN RESOURCES ASSISTANT

· IT PROCUREMENT SPECIALIST

· ADMINISTRATIVE ASSISTANT

· HR SERVICE CENTER SPECIALIST
PLEASE SCROLL DOWN FOR DETAILED DESCRIPTIONS OF THE ABOVE OPPORTUNITIES!


BI-LINGUAL EXECUTIVE ASSISTANT
Bi-lingual Executive Assistant needed to support the office of the Vice President/Latin America for an International Company in Richmond, VA.  

· Responsible for initiating, preparing, coordinating, and following-up on administrative duties associated with the department’s area of responsibility
· Organizes, prepares and reviews departmental administrative reports
· Coordinates conferences and meetings, including the planning, securing, scheduling, and payment of facilities, menus, dinners, and lodging
· Makes international and domestic travel arrangements for the VP and the regional staff
· Some domestic travel may be necessary
Requirements:

· High School Diploma or equivalent; some college /business school - Preferred
· Minimum five years experience as an Administrative Assistant
· Strong oral, written, and interpersonal skills are essential with a high degree of sensitivity for confidentiality
· Excellent organizational skills - Required
· Demonstrated ability to multi-task and to manage time wisely

· Incumbent should have strong secretarial skills and be highly proficient in various PC-based software packages including Microsoft Office.  Proficiency with Lotus Notes is desirable
· Clear understanding of international travel arrangements, travel requirements, and currency exchange
· Fluency in reading, writing, and speaking Spanish – Essential
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
TRAINING AND COMMUNICATIONS ANALYST
Provides Manufacturing Training System & Communications Project Support, work to include:

Job Description:

· Event/Forum Execution Support

· Publishing

· Maintenance, System Modifications

· Compiling of Training Manuals

· Curriculum Development Support

· Creative, administrative and clerical support for the Central Communications and Training Project Team

Project deliverables to include:

· Creative, administrative and clerical support for the Central Communications and Training Project Team

· Support of Leadership Forums (MLF & NWT MLF) and other Training Events

· Support of Leadership Learning Exchanges and Immersions

· Execution of the PM-PS & MTS Central Update and Content Management Processes

· Revising & Compiling of Training Manuals

· Support with Publishing of Newsletters

· Curriculum Development Support

· Creative, administrative and clerical support
· Microsoft Suite Publisher

· Adobe Software Products

· Online and print training program materials

· Computer/web-based training design and development

· Internal newsletters

· Web site content

· Presentations/handouts/mailings

If your experience fits the above description please send your resume to recruiter@keypersonnel.net
TRAINING SPECIALIST

Training Specialist needed for contract position.  Must have strong experience in adult learning theory and instructional design. Will be responsible for classroom and web-based training needs analysis, design, implementation and maintenance.  Will assist with the development of training materials and will facilitate training sessions.
Required Skills:

· 5+ years Instructional Design

· Excellent verbal and written communication skills
· Proficiency with Microsoft Word and PowerPoint
· Experience with Info Mapping principles/tools
· Experience with CBT/WBT development platform
· Strong analysis and problem solving skills
W-2 or 1099 Contractors only.  No third parties.  Qualified Candidates will be contacted for immediate interview.

If your experience fits the above description please send your resume to recruiter@keypersonnel.net
SALES REPRESENTATIVE

Fun and unique service industry is seeking Energetic Inside Sales Representatives with a proven track record of success in consultative selling.  Ideal candidates will have experience selling an intangible product or service by phone. Expectation for this position is 75+ calls per day.

Qualifications:

· Minimum of 4 years sales experience with at least one year of inside sales.  

· Accustomed to making a high volume of sales calls per day

· Proven track record of selling, setting appointments, giving presentations and closing.

· Results-oriented with confidence, perseverance and a sense of urgency.

· Strong telephone and client communication skills.  

· Ability to work in an independent environment.

· Intermediate computer skills with MS-Office and sales databases.

Training will be provided.  Competitive Base Salary plus commission.  Health and Dental benefits. Qualified Candidates will be contacted for immediate interview.
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
PAYROLL SPECIALISTS

Payroll Specialists needed to assist with payroll test validation activities. These temporary positions are scheduled to go through January 6th, 2012.  

Required Skills:

· Knowledgeable in payroll and payroll calculations
· Proficient in Excel, particularly with VLookup, macros, etc.
· Experience in analyzing complex payroll data
· CPP (Certified Payroll Professional) certification preferred 
· Experience with Payroll system implementation preferred
 
This is an immediate opportunity.  Qualified candidates will be contacted for an immediate interview.  
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
	SENIOR ADMINISTRATIVE ASSISTANT / EXPERIENCED IN FRAMEMAKER
Currently recruiting for a senior level Administrative Assistant with strong experience in Desktop Publishing for a six month contract opportunity.  For this administrative role, you must be highly proficient in the use of FrameMaker software; this includes being knowledgeable in the development of procedures.  
Responsibilities:

· Supporting the development and revision of FrameMaker documents

· Providing administrative support to other team members


 

Required Skills:
· FrameMaker – at least 1 year experience 

· MS-Word, Excel PowerPoint – 3+ years experience 

· Strong analysis skills with the ability to work independently
· Excellent oracle and written communication skills 

· Ability to manage multiple projects

 

Education:

· Minimum of a High School Diploma required – Prefer College Degree
 

Qualified applicants will be contacted for immediate interview.

If your experience fits the above description please send your resume to recruiter@keypersonnel.net  

ADMINISTRATIVE SPECIALIST W/ SAP

Administrative Specialist needed for Fortune 500 company.  This role will require you to provide a high level of clerical and administrative support to executive level management.  Responsibilities will include; answering phones, calendar management, meeting and event scheduling, composing correspondence, file management and maintaining office supplies.  Will also be responsible for travel arrangements, processing invoices and expense account reconciliation. 

Job Requirements:
· Ability to collect, compile and analyze information and data.

· Strong oral and written communication skills.

· Must possess a “can-do” attitude, with a high level of initiative and a strong work ethic

· Intermediate to Advanced skills in MS-Office (Word, Excel PowerPoint, Outlook) 

· MUST be proficient in the use of SAP

· Strong planning and organizing skills.

· Ability to handle confidential information and exercise good judgment.
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
CUSTOMER SERVICE REPRESENTATIVE

Customer Service Representative needed for large medical supply company in the Richmond area. Qualified candidates must be willing to work 11am – 8pm Monday through Friday. Previous experience in a manufacturing, distribution, or logistics environment is a plus.

Responsibilities include:

· Making changes to mode of transportation
· Tracking orders
· Cancelling orders
· Act as liaison between warehouse and client
· Ability to pick up on new duties and tasks quickly
· Enthusiasm to learn new software and absorbs information quickly and thoroughly
Requirements:

· High school diploma - required
· Proficiency in Microsoft Office Suite (Word, Excel, Power Point) - required
· Excellent customer service skills - required
· Great communication and interpersonal skills - required
· Experience in manufacturing/distribution/or logistics – preferred
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
TRAINING SUPPORT ASSISTANT
Contract position available for an administrative professional with strong skills in web technologies with the ability to post, create and update web based content.  This role will include formal training class support and on-going knowledge communication.  The formal training support requires communications with the instructors, third party training vendors and the Richmond Office training group.  Specific responsibilities for maintaining training equipment, supplies and records are the sole responsibility of this position. Ongoing knowledge access will be the responsibility of this position through the support of the Web Site, the News Letter, and other systems and libraries.  

Responsibilities will include:

· Training material creation (typing/PowerPoint) and updating

· Training material storage, distribution and replenishment 

· Training instructor and class participant support

· Maintenance and documentation of training records

· User access administration to the Project Management Software System and maintenance/trouble issue routing

· Maintenance of related software licenses

· Maintenance and updating of the related Web Site and data base 

· Publish a monthly news letter

· Maintain access and records for the library of books, articles and training manuals

· Provide ad hoc support to team members on an as needed basis

Required Skills:

· Strong understanding of web technologies, and the ability to post, create and update web based content

· Advanced skills in Microsoft Word, Excel, Visio and Power Point software packages

· Good knowledge of Google and creating shared sites

· Personal computer technical and troubleshooting skills to be able to load software on training units

· Computer technical and troubleshooting skill to be able to understand user requests and relay them on to the vendor

· Strong interpersonal and communication skills

· Good organizational skills and an ability to multi-task several issues at once

· Ability to quickly develop an understanding of business processes

· Proactive, with the ability to work in fast paced dynamic team based environment  

· Customer-centric interpersonal skills and demeanor 

· Strong problem solving and root cause analysis skills 

If your experience fits the above description please send your resume to recruiter@keypersonnel.net
EXECUTIVE ADMINISTRATIVE ASSISTANT
Contract to hire position open for a stellar Executive Assistant.  Position will report to CEO and other Senior Level Executives.  

Responsibilities will include but not limited to:

· Calendar management, meeting coordination & preparation

· Create/edit general correspondences,  presentations, mail distribution,  event and travel arrangements

· Process department invoices  
· Assist with budgeting and complex spreadsheet tracking
· Maintain hard and electronic filing system
· Assist with creation and distribution of materials to the Chairman and Board of Directors
· Order and maintain supplies

· Assist with special projects as required

Required Skills:

· 10+ years as an Executive Assistant reporting to CEO, SVPs and other Executive Level management.  Experience must be with large corporations, ideally with a Fortune 500 company
· Advanced skills with MS-Word, Excel and PowerPoint.  Visio and MS-Project a plus
· Associate Degree required.  Bachelor Degree preferred
· Experience handling detailed travel arrangements for a high volume of national and international travel
· Superior  level of interpersonal skills to include, working with executives, handling confidential information, strong attention to detail and accuracy, maintaining continual composure, tact and diplomacy, and demonstrated excellence in customer service orientation and listening skills

· Strong ability to multi-task, anticipate needs, and adapt quickly to changing priorities
Qualified applicants will be contacted for immediate interview.
If your experience fits the above description please send your resume to recruiter@keypersonnel.net
BENEFITS ANALYST
Currently recruiting for a Benefits Analyst for a long term contract opportunity.   Role will provide analysis and problem solving of employee benefits data.  Will ensure that employee benefits data is delivered in an accurate, complete, and timely manner between the company, business units, and numerous benefits vendors.  

Responsibilities:          

· Identify and resolve benefit inaccuracies and provide quality control

· Develop and implement solutions that require integrating information from multiple sources and databases into comprehensive reports/spreadsheets
· Identify and resolve benefits data delivery problems to outside vendors

· Assure data integrity


· Coordinate the interfacing of benefits administration functions such as long term disability, pension, employee termination, etc. with the proper updating of data    



Requirements: 

· 3-5 years minimum in an analyst role


· Extensive knowledge of Microsoft tools including Word, Excel, and PowerPoint 

·  HRMS Systems (i.e. SAP, PeopleSoft)

· Knowledge of FTP/VPN data transmission setup and operation

· BA/BS degree in associated field

· Strong oral and written communication skills



· Basic knowledge of payroll functions, defined benefits, defined contribution, and health and welfare plan administration and design concepts a plus


· Basic knowledge of data requirements, operational procedures, and accounting and reporting functions for benefits administration a plus

If your experience fits the above description please send your resume to recruiter@keypersonnel.net
HUMAN RESOURCES ASSISTANT (TEMPORARY SUPPORT)
Will report to the company HR Analyst.  This role will require you to provide compensation support, on-boarding support and all other general human resources support as required.  This is a temp-perm opportunity.

 

Responsibilities include: 
· Prepares and communicates interview confirmations and interview material
· Prepares accurate, professional offer letters for selected candidates
· Schedules, coordinates and communicates release on background checks, drug screens, physicals and/or other pre-employment testing as appropriate
· Creates job postings 
· Responsible for applications made on-line
· Compiles and mails new hire packets
· Responsible for all on-boarding and orientations including I-9 verifications, tax forms, benefit information, and badge requirements and set-up.
· Ensure performance evaluations are timely and keyed into the HR system as required 
· Track employee bonuses
· Other HR duties as assigned

 

Required skills/Education: 
· High School Diploma, plus 2-5 years of practical experience as an HR assistant
· Ability to maintain standardization and process integrity
· Strong attention to detail and commitment to excellence; proven ability to accurately execute a process
· Excellent written and oral communication skills, with the ability to explain a process and answer questions
· Ability to work well in a high volume, constantly changing environment
· Multi-tasking capabilities and flexibility
· Strong service orientation, positive attitude, quick learner
· Experienced with applicant tracking systems
· Strong skills with MS-Word, Excel, Outlook and PowerPoint

If your experience fits the above description please send your resume to recruiter@keypersonnel.net
IT PROCUREMENT SPECIALIST
Excellent contract opportunity for an IT Procurement Specialist.  This role conducts major spend analysis by supplier, commodity or service; identifies potential suppliers; and develops and issues requests for proposal with complex pricing tables.  Will be required to analyze Information Technology (“IT”) supplier proposals and perform legal, license and insurance reviews and net present value analysis. 

 

Responsibilities include: 
· Negotiate prices, delivery, insurance, performance, penalties, issue resolution, escalation and terms/conditions.  
· Identify and obtain cost improvements for purchased materials and services from supplier through negotiation and continuous management.  
· May lead cross-functional IT sourcing initiatives, including the development and implementation of complex sourcing strategies.  
· Develop and administer measurement tools on contract basis.  
· Perform trend analysis and identify and implement process improvements.  
· Analyze all cost and process aspects of assigned spend.    
· Perform other duties as requested or assigned.
 

Skills Required:
 

· 5+ years experience in Information Technology acquisitions for computer hardware, software licenses, and telecommunications equipment. Experienced in procurement practices, particularly IT Industry practices, procedures and policies. 

· In depth experience with the licensing of complex software products like Oracle, SAP, Computer Associates or the acquisition of mainframe/high-end server computers or telecommunications equipment and the possible leasing of the same. 

· Working knowledge of business and contract law as well as accounting principles. 

· Operational knowledge of supplier relations, priority management and tactical planning. 

· Excellent verbal/writing/presentation skills. 

· Demonstrated effective influence, persuasion and negotiation skills. 

· Project management, forecasting and trend analysis; value/cost analysis. 

· Must be able to apply analytical abilities to diverse issues; manage multiple priorities and meet deadlines. 

· Strong ability to use sound business judgment; anticipate, understand and respond to customer needs.
 

Qualified applicants will be contacted for immediate interview. Prefer local candidates.  Unable to provide visa sponsorship or transfer.  No 3rd parties.  W-2 and 1099 contractors only.
If you are interested in applying for this position and meet the qualifications outlined above, please send your resume to recruiter@keypersonnel.net
EXECUTIVE ADMINISTRATIVE ASSISTANT
The purpose of this position is to review daily Preliminary Loss Reports (PLRs), ownership of Incident Management Reporting system, provide analytical, reporting and administrative support. Other responsibilities include tracking security information and preparing monthly reports.

Responsibilities:

· Administer the Client’s Incident Management Report System
· Reviewing daily submissions to PLR to determine which issues require additional follow up
· Create and run security reports and first draft of presentations
· Administer and update the Security Portal
· Provide administrative support to VP, including travel arrangements, scheduling meetings, and conference calls, payment processing, department budget administration and proof reading reports and presentations
· Other administrative functions to support Security Conference

Requirements:

· Associate’s Degree required, Bachelor’s preferred
· Minimum 1-2 years of administrative and analytical support, over 3 years of Security Administrative and Analytical Support desired
· Basic analytical skills
· Basic Microsoft Power Point, Excel, Access and Word skills
· Strong oral and written communication skills
· Working knowledge of Portal administration
· Fluency in Spanish is a plus

· 10-15% domestic and international travel Excellent PC skills with
If your experience fits the above description please send your resume to recruiter@keypersonnel.net

DATA ANALYST

Responsible for billing and profitability analysis (including data collection and data management) for clients and various services. Assists in analysis of transportation data for existing and potential clients. Assists with preparation of responses to proposals.  Responsible for compiling and quality checks for KPI (Key Performance Indicators) metrics.

Responsibilities:

· Prepares accurate and timely billing and profitability schedules for processing.  Ensures billings are accurately processed on a timely basis
· Prepares supporting documentation required by clients related to billings
· Produces KPI reports and investigates unusual variances
· Identifies unfavorable trends and communicate results to management (internally & externally) 
· Schedules and leads regular meetings and calls with clients to discuss KPI metrics
· Assists with Activity Based Cost (ABC) studies of Distribution Center(s) and internal processes to identify and refine internal process standards and rates for pricing proposals
· Acts as liaison between clients and internal departments/management to resolve process issues related to fluctuations in KPIs over time
· Suggests changes to SOPs and Work Instructions (“WIs”) as needed 
· Performs analysis on transportation data (inbound and outbound) as needed to support RFP responses or the Transportation team   
· Works with information technology department for quality control for assigned areas
· Proposes IT changes from a business perspective prior to moving to production
· Reviews service invoices and investigates unusual amounts
· Maintains business policy documents and process flows for assigned areas
· Ensures proper documentation is maintained for industry audits
· Provides ad-hoc data reporting as requested by management and clients
· During day-to-day contact with existing clients, assists in identifying additional service opportunities and coordinating with the Sales team appropriately
· Participates on calls for potential and existing customers involving proposals, needs assessments, and understanding general configuration requirements
Requirements:

· Bachelor’s Degree - Preferred
· Strong analytical skills  - Ability to review and analyze information from multiple sources
· Basic financial understanding
· Ability to work through ambiguity by gathering more data or seeking clarification
· Demonstrated data management skills

· Excellent PC skills with strong expertise in managing data via Excel, Access and SQL
· Experience with Crystal Reports is beneficial
· Experience with a TMS is beneficial

· Strong planning and organizational skills
· Demonstrated coordination and project management skills

· Ability to meet stringent deadlines and perform under pressure
· Good interpersonal skills, including the ability to communicate with teammates and clients at various levels of the organization
· Strong oral and written communication skills
· Ability to work under structured supervision, independently and as part of a team
· Professional demeanor with clients and potential clients
· Accustomed to working in a fast paced, dynamic environment
· Experience with establishing operational standards and metrics ​- Preferred
· Experience with ERP/WMS/TMS - Preferred

· Experience with establishing operational standards and metrics – Preferred
If your experience fits the above description please send your resume to recruiter@keypersonnel.net

ADMINISTRATIVE ASSISTANT 
Currently recruiting for an Administrative Assistant that is experienced with P-cards or Travel Card Programs for a long-term contract or possibly temp-to-hire opportunity with a large international company with headquarters located in Richmond, VA.
Required Experience and Skills: 

· Previous experience performing administrative support for procurement or travel card programs - Preferred
· Well developed computer skills - this position will require learning several different web server applications and some use of Microsoft Word and Excel
· Great communication and customer service skills – this position requires communication by phone and e-mail with suppliers and internal customers
· Ability to learn new concepts and systems quickly
· Attention to detail and good organizational skills – this position interacts with many stakeholders and requires accurate and timely responses

· Ability to manage confidential information

· Typing skills
If your experience fits the above description please send your resume to recruiter@keypersonnel.net

HUMAN RESOURCES SERVICE CENTER REPRESENTATIVE

Responsibilities:

· Respond to business or employee inquiries by phone and/or e-mail

· Resolve basic inquiries or log and escalate to Tier 2 or 3

· Provide basic support and guidance to published policy, policy clarifications and basic ‘how do I’ questions

· Complete basic tasks in the area of responsibility such as payroll, data, compensation administration, etc

· Log all inquiries into case management tool for tracking/reporting purposes

Required Skills and Abilities:

1. 3+ years in HR support

2. Experienced with benefit administration, HR policies and procedures, and new hire paperwork
3. Strong oral and written communication skills

4. Professional phone skill are a must

5. Strong computer skills including Microsoft Office (Word, Excel, Power Point, and Access)

6. Strong customer service aptitude

7. Excellent problem-solving skills

Core Values:

1. Integrity

2. Commitment to Excellence

3. Respect for the Individual

4. Stewardship

5. Teamwork

6. Innovative

7. Credibility and Influence

8. Accountability/Ownership

Additional Information:

· Qualified applicants must pass a background and credit check

· Positions may be temp or temp-to-hire opportunities
If your experience fits the above description please send your resume to recruiter@keypersonnel.net

ADDITIONAL OPPORTUNITIES

· Receptionist - Duties to include but not limited to: phones, correspondences, fax, filing, scanning and handling the mail. Must be able to multi task and be a team player. Knowledge of Microsoft Word and Excel
· Communications & Training Analyst 

· Project Planner

· Executive Administrative Assistant with previous experience working for top Executives and proficiency in MS Office (Word, Excel, Power Point, Access)
· Administrative Assistant with 2 years experience and working knowledge of MS Office (Word, Excel, Power Point, Access)
· Accountant w/Bachelor’s Degree and excellent knowledge of Microsoft Excel
· Multiple additional openings with Richmond’s top companies for Administrative professionals highly skilled in MS Office (Word, Excel, Power Point, Access)
For more information forward confidential resume to officejobs@keypersonnel.net
Please return to the Key Personnel, Inc. site (www.keypersonnel.net/careerseekers.html) to view our available Accounting opportunities (Financial Analyst, Global Compliance & Reporting Manager, Finance Manager, Internal Audit Manager) under our Accounting Openings!
  

