
Robert Smith
Recruitment Officer

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

To establish a long-term career in a company where I may utilize my recruitment Officer 
professional skills and knowledge to be an effective Recruitment Officer and inspiration to those 
around me.

SKILLS

Microsoft Office, Interviewing, Office Management, Performance Management, Counseling.

WORK EXPERIENCE

Recruitment Officer
ABC Corporation  2006 – 2007 
 Worked in a call center environment taking inbound calls from prospective students wanting 

to enroll to continue their education.
 Responsible for advising undergraduate and graduate students regarding admissions and 

degree completion requirements, as well as enrolling students for the Universitys graduate, 
undergraduate, and certificate programs, requiring the use of judgment and discretion on a 
periodic basis.

 Develop academic plans for a degree or certificate completion, following standardized 
University guidelines and procedures.

 Advised staff and students on problems relating to policies, program administration, and 
financial and personal matters, and recommended solutions.

 Responsible for the college recruiting program working directly with College Career Center 
personnel.

 Coordinated, organized, and participated in career fairs, including conducting verbal 
presentations and interviewing prospective students.

 Conferred with other academic staff to explain admission requirements and transfer credit 
policies, and compared course equivalencies to university/college curriculum.

Recruitment Officer
Delta Corporation  2003 – 2007 
 Receiving and Screen C.Vs and Applications for new candidates &amp; handle face-to-face 

interviews.
 Writing job advertising in various media channels.
 Head Hunting for potential candidates.
 Arranges all the recruitment events in Egypt and overseas when needed.
 Planned, organized, and coordinated recruitment activities; met with individuals, 

departments, and committees to define the position, selection criteria.
 Reviewed recruitment paper works for completeness and accuracy such as job 

announcements, interview questions, record sheets, etc.
 Responded to applicants inquiries both orally and in writing Reviewed employment files to 

verify minimum qualifications are met Compiled, monitored.

EDUCATION

M.B.A.
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