
Robert Smith 
Human Resources Sergeant

PERSONAL STATEMENT

Human Resources Sergeant with 6 years of experience in Preparing and 
processing recommendations for awards, decorations and arrangements for
awards ceremony, Processing classified/reclassified actions, Preparing, 
updating, and coordinating requests for evaluations, to include responding 
to evaluation inquiries, Preparing and monitoring requests for reductions, 
transfers, and discharges.

WORK EXPERIENCE

Human Resources Sergeant
ABC Corporation -   March 2006 – August 2008 

Responsibilities:

 Consistently recognized for energetic leadership and the relentless 
drive for exceeding performance objectives.

 Provided support, training, and guidance for all operational activities, 
scheduling, and direction of work assignments.

 Evaluated and supported the staff in the performance of their job duties
to ensure they are productive, accountable, and successful in their 
position.

 Served as the point person for Human Resource processes and 
functions providing advanced knowledge of organizational processes 
and procedures to ensure compliance with military requirements, and 
proactively prepare process improvement plans to minimize the 
administrative actions against the Batteries.

 Participated in regular operational reviews to identify and focus on key 
areas to improve the operation serving as the resource subject matter 
expert by subordinates, peers, and superiors on organizational 
processes and regulatory requirements.

 Conducted comprehensive evaluation of the organizations processes 
and provide recommendations for any changes deemed appropriate.

 Contributed to the exchange of information and best practices with the 
Commander to foster additional improvements of specific functional 
areas.

Human Resources Sergeant
Delta Corporation -   2001 – 2006 

Responsibilities:

 Processed performance evaluations for more than 300 personnel in a 
timely fashion Processed military payroll changes and inquiries 
Maintained .

 HR generalist support for a battalion of 750 soldiers.
 Human Resources sergeant and had a section of 5 soldiers I was in 

charge of.
 Did counseling statements on my soldiers and made sure their classes 

were up to date.
 Any information on my soldiers that needed up dating I made sure it 

was correct, also gave various classes on the following weapon 
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Human Resource 
Management, Office 
Administration, Records.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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cleaning, cpr, .
 Plus I kept them informed if any plans had changed when going to the 

gun range or other places we went.
 Maintained error-free personnel records and ensured all promotion 

announcements and company awards were delivered on time 
Completed the Companys .

Education

Bachelor Of Arts
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