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SUMMARY 

 
An enthusiastic, motivated, loyal, and dependable Executive with extensive experience. Demonstrate strong 
skills in time management, prioritizing tasks, and meeting deadlines. Able to prioritize effectively to 
accomplish multiple tasks and complete projects under pressure Recognized for exceptional accuracy and 

attention to detail a team player with a successful track record of dedication and follow through. Highly trusted 
to maintain strict confidentiality regarding staff compensation, human resources issues, and sensitive business 
decisions. 

 

PROFESSIONAL EXPERIENCE 
 

ABC Inc., Any Town, NY               2007 to 2010 

Human Resources Assistant 

 Primary duties are all payroll issues, times and vacation accruals. 

 Explanation of benefits for 401K; health; dental; or FMLA. 

 Front person to both employee’s and prospective vendors. 

 Employment verification and handling any and all unemployment issues.  

 UPS time sensitive documents and tracking. 
 

 XYZ Corp., Any Town, NY  2003 to 2003  

Executive Recruiter 

 Responsible for full life cycle recruiting. 

 Work closely with President to devise recruiting strategies for each new client. 

 Successfully recruited for a variety of positions. 

 Sourced candidates through the use of different techniques such as the internet, cold calling, networking, 
and company data base retrieval. 

 Rigorously perform phone screens to assess candidate’s qualifications. 

 Scheduling interviews, candidate review, and salary negotiations. 

 

BCD Inc., Any Town, NY 2002 to 2003 

HR Coordinator /Executive Assistant 

 Coordinate meetings and workshops related to the performance management programs. 

 Formatted and developed communications aimed at both internal and external audiences. 

 Provided administrative support to the HR Director which included travel arrangements, travel expense 
processing, presentation development, formatting and development of spreadsheets. 

 

 EDUCATION 

 

University of North Carolina, Chapel Hill AA General Studies                      

  

 Proficient in Microsoft Word, Power Point, Excel, Visio, Outlook, SharePoint, Word processing, 
Internet, voicemail systems and fax/copier equipment. 

 Completed Seven Habits of Highly Effective People course. 
 

References available upon request 


