
Robert Smith
Personnel Manager/Supervisor

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Diligent and proficient professional with a thorough background in administrative, human 
resources and excellent customer relations looking for a company able to utilize my skills over a 
long-term career.

SKILLS

Microsoft Office, excel, 10 key, typing, professional phone skills and reception experience.

WORK EXPERIENCE

Personnel Manager/Supervisor
ABC Corporation  2011 – 2013 
 Created re-enlistment and extension contracts to ensure each member was issued the proper 

paperwork ensuring no service interruptions.
 Updated Re-enlistment Personnel Actions with appropriate personnel information, pay, dates, 

and codes for bonus verification.
 Tracked Officer Promotion updates and processed accordingly.
 Provided employee relations support to management and employees within Beale AFB to 

ensure Air Force regulatory procedures were met and to mitigate personnel conflict risk.
 Collaborated with high-level executives to develop motivation programs and processed 

documentation for administration of quality control programs.
 Ensured compliance In Accordance With Air Force Personnel Instructions that all promotions, 

reassignments, and extensions were within the scope of HR laws and regulations.
 Built personnel reports to analyze weekly performance trends resulting in 20% process 

improvement.

Personnel Manager
ABC Corporation  2007 – 2011 
 Managed $100K budget for uniform purchases encompassing 4 departments within the 

region; providing uniforms to 500+ cadets while always remaining under budget.
 Assisted in campus recruitment for Air Force enrollment; successfully recruited 50 recruits.
 Reviewed personnel records and interviewed individuals to ensure accuracy while advising 

personnel on career progression opportunities.
 Interviewed and classified both Airman and Officers according to their military test scores.
 Conducted on-boarding orientations and processed state and federal employment forms.
 Reviewed potential candidates paperwork necessary to onboarding new employees.
 Managed Security Clearance procedures and tracked the progress for 500+ cadets.

EDUCATION

Bachelor of Science in Business Administration - December 2014(Tarleton State University - 
Stephenville, TX)
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