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HR GENERALIST
HR professional with four years well-rounded experience, providing HR support at all levels :

· Coordinated new-employee orientation.

· Maintained HR database and payroll system integration.

· Organized professional training/courses.

· Assisted in employee recruitment.

· Answered staff HR-related queries.
■ Core Skills and Competencies
· Clear communication, presentation, interpersonal and negotiation skills.

· Computer-operation literate and HR application knowledge.

· Ability to handle multiple projects.

· Maintains cordial relations with workforce.
■ Objective – A job opportunity that offers professional development, learning experience and promotion.
■ Professional Experience
ABC Company           West Orange, NJ              2005 – Present
HR Generalist
Contributions to the Hiring Process:

· Established job requirements and skill competency criteria used in hiring process.

· Assisted staff members in preparing questionnaires for job interviews.

· Filed candidates’ documents for future reference.

· Assisted applicants in completing paperwork and other minor formalities.
New Employees Orientation:
· Participated in designing the induction and orientation program for new employees.

· Assisted in designing recommended training programs for new employees.
Providing HR support:
· Assisted employees in sorting their issues related to work environment, employment relations, HR regulations and policies, promotions, performance reviews and payrolls.
■ Education
· Master’s degree in Business Administration specializing in human resources.

· Bachelor’s degree in Human Resources and Employment Relations.
