
Robert Smith 
Job Recruiter

PERSONAL STATEMENT

Seeks to obtain a permanent career that provides challenging assignments 
as well as growth opportunities that will motivate to contribute to the 
productivity of the company and further develop skills.

WORK EXPERIENCE

Job Recruiter
ABC Corporation -   August 2015 – October 2015 

Responsibilities:

 Researched applicants past as well as personal.
 Inbound &amp; outbound credit card &amp; credit protection.
 Create and sustain positive client and applicant relationships.
 Create a staffing strategy to identify ways of sourcing applicants.
 Create and post positions on Web Recruiter and ads, as appropriate to 

fill open positions, interview candidates.
 Arrange interviews for the hiring manager and follow-up to obtain 

interview status.
 Upon identifying the chosen applicant, confirm the start date with the 

hiring manager and the applicant, schedule new hire orientation.

Job Recruiter
Delta Corporation -   2010 – 2015 

Responsibilities:

 Researched applicants past as well as personal.
 Inbound &amp; outbound credit card &amp; credit protection.
 Create and sustain positive client and applicant relationships.
 Create a staffing strategy to identify ways of sourcing applicants.
 Create and post positions on Web Recruiter and ads, as appropriate to 

fill open positions, interview candidates.
 Arrange interviews for the hiring manager and follow-up to obtain 

interview status.
 Upon identifying the chosen applicant, confirm the start date with the 

hiring manager and the applicant, schedule new hire orientation.

Education

Bachelor of Arts in Communications - (California State University)
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CONTACT DETAILS

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

SKILLS

Organization, Inventory 
Management, 
Coordinating, Planning, 
Managing, Strong 
Leadership, Team Player.

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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