O skiLLs

Interpersonal Communication
e 6 6 6 06 6 0 o

Hr Project Management
® 6 6 6 0 ¢ 0 O

Crisis Management
o 6 6 06 0 0 O

Interpersonal Skills
o 6 06 06 0 O°

Negotiation Skills
e © 6 06 0 ©

Time Management
e 6 6 06 0 ©°

@ INTERESTS
% Surfing @ Martial Arts

QO Community & Blogging
Service

O® STRENGTHS

& Planning ll {* Positivity

LANGUAGES

English Polish Japanese

€ ACHIEVEMENTS

& Streamlined recruitment
processes, reducing time-to-hire
by 25%.

& Implemented a new employee
onboarding program that

improved retention rates by 15%.

BENJAMIN LEE

HR Officer

& support@qwikresume.com * (123) 4567899 9 Los Angeles

@ www.qwikresume.com

e PROFESSIONAL SUMMARY

Enthusiastic HR Officer with 2 years of hands-on experience in
recruitment, employee relations, and training initiatives.
Proficient in developing HR processes that enhance team
dynamics and foster a collaborative workplace. Dedicated to
supporting organizational goals through effective talent
management and engagement strategies.

9 WORK EXPERIENCE

HR Officer & May / 2024-Ongoing
Blue Sky Innovations X Chicago, IL

pa—

. Conducted recruitment processes including sourcing,
screening resumes, and interviewing candidates.

2. Managed employee performance management processes
and facilitated training sessions.

3. Designed and implemented exit interview forms to gather
employee feedback.

4. Created recruitment activity reports to enhance the efficiency
of hiring practices.

5. Streamlined recruitment processes through flowchart designs
and updated recruitment manuals.

6. Assisted in change management initiatives while maintaining
confidentiality.

7. Organized employee engagement activities and supported

internal events.

HR Officer £ May / 2023-May [ 2024
Lakeside Apparel Co X Chicago, IL

ja—

. Reviewed and organized job applicants’ resumes and
conducted recruitment assessments.

2. Executed general HR duties, including staff program
implementation and leave tracking.

3. Facilitated interviews and evaluated candidates’ qualifications
and skills.

4. Conducted new employee orientations to ensure smooth
onboarding.

5. Provided administrative support to the HR Manager in various
HR functions.

6. Developed job descriptions and prepared job advertisements

for recruitment.

€3 EDUCATION

Bachelor of Science in Human e May [ _May |
Resources Management 2022 2023
University of Phoenix X Phoenix, AZ

Studied human resource principles, employee relations, and
organizational behavior.

www.gwikresume.com
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