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Objective: Administrative position in Personnel and Human Resources








SUMMARY


5 years’ administrative and analytical experience. 


Outstanding ability in personnel interviewing and skill assessment.


Designed and implemented highly successful employee training program.


Skilled and confident problem solver.


B.S. Degree in Human Relations and Business.








PROFESSIONAL EXPERIENCE





Staff Development


Developed an in-service training program for HR staff, resulting in increased professionalism and expertise.


Designed and implemented a multipurpose orientation for newly hired employees.


Planned, delivered and evaluated management/employee development programs.


Contracted with trainers to provide instruction in specific areas.





Skill Assessment & Supervision


Recruited, screened and interviewed applicants for job openings.


Resolved employee grievances, avoiding potential lawsuits against the company.


Met regularly with supervisors to evaluate program on an ongoing basis.








EMPLOYMENT HISTORY


1999-present	Human Resources Associate	XYZ Corp. – Portland, OR


1997-95	Case Manager	Washington County, OR


1992-95	Social Worker	Washington County, OR








EDUCATION


Bachelor of Science Degree: Human Relations and Business – Amberton University








LANGUAGES


Conversational competence in Spanish; course work in French and German.








- References available on request -














