Jane A. Doe
123 Fake Street, Anywhere, MD 21801

(410) 555-5555 Home ▪ (443) 222-2222 Cell ▪ email@yahoo.com
Human Resources Manager/Director of Human Resources
Turnarounds ▪ Startups ▪ High-Growth Entrepreneurial

Top performing Human Resources Leader/HR Generalist with proven success in HR management/HR consulting for corporate and non-profit organizations. Track record of providing interim and long-term HR personnel services solutions in administration, recruitment, hiring, training and development, employee benefits, employee relations, and compensation. Progressive change management leader with talent for strategic thinking and talent-selection culture fit. Unwavering commitment to ethics and confidentiality.
CORE STRENGTHS

(  Performance Improvement Process
(  HR Project Management
(  Strategic Planning

(  Talent Management & Recruiting
(  Organizational Development
(  Employee Retention
(  Training & Learning Development 
(  Regulatory & Legal Compliance
(  Personnel Politics
Proactive decision maker, skilled in building and sustaining cooperative working relationships for productivity and business process improvement. Solid knowledge of state and federal employment laws, AA/EEO, ERISA, FLSA, ADA, FLMA, COBRA and OSHA regulations. Demonstrated capabilities in problem-solving and multi-tasking, as well as solid communications skills at all organizational levels. Leader in SHRM and HRA.
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EDUCATION and AFFILIATIONS
Bachelor of Science, Business Administration-Salisbury University, Purdue School of Business, Salisbury, MD
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(
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(
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(
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(
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COMPUTER SKILLS

MS Office Suite 2003, Word, Excel, Outlook, PowerPoint, ADP Payroll/HR, ADP Horizon, ACT Internet research

