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Human Resources Associate Sample Resume
EXPERIENCE
ABC Investment Partners - New York, NY  







   xxxx – Present
Human Resources Associate









   xxxx – Present 

· Consult with hiring managers to develop job specifications, sourcing methodologies and finalize employment acceptances

· Conduct recruiting searches across all departments by participating on job boards, campus career fairs and reaching out to applicants and key contacts through networking forums and contingent search firms
· Initiate and manage the multi-tiered interview process and coordinate the employee on-boarding process; orientated over 25 new hires
· Operate as the organization’s cultural guardian across multiple offices including the London office
· Manage the HR needs for 60 employees in a growing global company that has increased by 40% in employee headcount since 2009

· Developed a feedback template based on job analyses and applicant competencies that streamlined the selection process 

· Led the organizational effort for a HR department and promoted to sole HR representative in 2011

· Implemented a new 2012 benefit plan with an insurance broker which resulted in a 25% increase in employee satisfaction and continue to administer the plan on a day-to-day basis and act as the liaison between the company and the broker 
· Spearheaded the first ad hoc strategy meeting on human capital management with the President, General Counsel and COO and proposed a multi-step plan for talent acquisition and management
· Authored materials for the first corporate offsite incorporating exercises to develop company mission, values and envisioned future 

Finance Executive Assistant 
   








            xxxx – xxxx
· Administered and managed over 300 accounts for the Finance department which included banking, allocating, invoicing, and recording over $85 million in annual transactions for the management company; maintained strategic relationships with banking institutions
· Implemented and operated complex legal entity processes for the U.S. and Brazil offices to permit real estate closings and transactions; initiated and managed over 300 business and organizational entities 
· Created intricate and detailed expense allocation spreadsheets encompassing knowledge of 15 funds and over 90 real estate assets 
XYZ Corporation - New York, NY 







 
          xxxx – xxxx
                    
International Junior Accountant Intern

· Tracked and invoiced all international sales and purchases of chemical fertilizers among manufacturing plants, vendors and customers; reconciled expenses and revenues
· Translated vendor contracts in English and Russian for clients in Budapest, Hungary and Geneva, Switzerland
· Administered international banking wire transactions up to $650k

EDUCATION
ABC UNIVERSITY - New York, NY 








            May xxxx

Master of Science in Human Capital Management and Development; GPA: 3.70


ABC UNIVERSITY - New York, NY








            May xxxx
Bachelor of Arts in Psychology, Minors in Business; GPA: 3.40 
ABC UNIVERSITY Summer in London - London, UK






     Summer xxxx
Study Aboard 


     
      
SKILLS


· Proficient in Microsoft Office programs: Word, Excel, PowerPoint and Outlook   

· Familiar with Human Resources Information System: SuccessFactors 
· Experience with General Ledger systems: Navision and PeachTree

· Fluent in Russian
INTERESTS


· Member: ABC University Alumni (seasonal) Volleyball, NY Urban Professionals Volleyball League 
· Philanthropy: 123 Foundation of America, American Cancer Society
