
Recruitment Officer

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

To join a highly reputable company that will further enhance and hone my skills and potential, and
broaden my knowledge in different aspects that the business world has to offer in preparing 
myself to be professionally and globally competitive. To find and obtain a challenging position 
where I'll be capable to exploit my knowledge and skills to promote initiative and self 
advancement.

Skills

Compliance, Analytics, Financial Reporting.

Work Experience

Recruitment Officer
ABC Corporation  June 2008 – May 2010 
 Called the qualified applicants for an interview.
 Conducted Interview and Testing Checks submitted requirements for the newly hired 

employees and prepare it for their 201 files.
 Updated 201 files of all the employees, distributes and collects all information sheets during 

the first month of the year.
 Facilitated the Signing of the job contract and the ATM application.
 Prepared the credit cards of all employees.
 Issued uniforms during the deployment orientation.
 Checked the rented uniforms returned by the branch crew after their job contract.

Recruitment Officer
Delta Corporation  2007 – 2008 
 Increased new player registration by 11% (30 players) over a three-year period by leading 

new player information sessions Selected to USA Sevens.
 Created and tracked $18,000 recruiting budget using Excel to ensure all funds were allocated 

to the correct use Signed 31 new associate members.
 Campus Greek life Plan and maintain events for potential new members Manage professional 

social media accounts with fraternity .
 Sought out qualified CVs in Construction, Oil &amp; Gas industries and not only, all over the 

world Named as Recruitment Officer process in all.
 Coordinated visas, medical documentation, and other international personnel requirements.
 Advised leadership &amp; management on advantageous employment terms &amp; 

conditions; acted as a trusted and impartial voice in the hiring process.
 Enforced compliance with contract legislation and employment laws Served as a trusted 

agent while liaising on UAE Labor laws and visa acquisition.

Education
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Bachelor In Science
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