[Your Name]
[Human Resources Manager] · [SHRM-CP, PHR or your credential] · [Industry]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[HR manager with N years supporting (N employees) across (sites or states) in (industry). Own (employee relations, benefits, recruiting, compliance). Known for (one result, e.g. reducing first-year turnover). Looking for (the scope in the posting).]
CERTIFICATIONS
[SHRM-CP, SHRM-SCP, PHR or SPHR] · [Issuer] · [Year earned] · [Active]
[Other credential, e.g. benefits, mediation or state-specific HR training] · [Issuer] · [YYYY]
EXPERIENCE
[Human Resources Manager or HR Business Partner], [Company] · [N employees, N sites]
[City, State] · [Mon YYYY] – [Present]
1. [Lowered (first-year or overall) turnover from (X) to (Y) through (onboarding, manager training, pay review)]
1. [Handled (N) employee relations cases a year, including (N) investigations, with (outcome: resolved internally, no agency charges)]
1. [Renewed (benefits plan) for (N) employees, holding the cost increase to (percent) while (adding or keeping coverage)]
1. [Implemented (HRIS or payroll system) for (N) employees, finishing (on time or within budget) with (N) data errors after go-live]
1. [Rolled out (handbook update, compliance training, performance process) to (N) managers, reaching (completion rate)]
[HR Generalist, Specialist or Recruiter], [Company]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Supported (N) employees in (function or site) on (leave, benefits, onboarding, payroll questions)]
1. [Filled (N) roles a year with an average time to fill of (N days)]
1. [Kept (I-9, EEO-1, OSHA logs or state filings) accurate for (N) employees through (audit or review)]
SKILLS
HR practice: [Employee relations, investigations, benefits administration, FMLA and leave, compensation, performance management]
Compliance: [Federal and state employment law, I-9, EEO, OSHA recordkeeping, multi-state payroll]
Systems: [HRIS such as Workday, ADP, UKG or BambooHR, Excel reporting]
EDUCATION
[B.S. in Human Resources, Business or Psychology], [University], [YYYY]
[Master's in HR or MBA, if any], [School], [YYYY]
