Jane Doe     
555 Main Street  •  City ABC, State ABC  •  12345  •  000.555.555  •  doe@email.com 

Human Resources Professional with a proven ability to implement strategic human resource initiatives, help executive management assess organizational structure, develop credible guidelines and efficient processes, and implement cost saving measures and enhancements through the use of proven conceptual and analytical problem solving abilities.

Profile

9 years experience in the areas benefits and compensation including executive compensation and pay equity compensation programs

5 years experience in third-party marketing and broker-dealer licensing/compliance of securities and annuity products to banking institutions across US

Paralegal and research experience in various businesses

Merger and acquisition experience in the areas of contracts and human resources

Experience
ABC Limited, City ABC
Human Resources Manager – Projects
October 2002 - Present
Selected by the General Manager of Human Resources to join a global team to develop a common sense approach to human resource management.  Key projects:

	· Developing effective business practices

· Conducting employment discrimination & harassment training

· Participating in succession planning

· Corporate and executive induction

· Employer brand communications

· Developing relocation policy
	· Developing a performance management system

· Developing employment discrimination and harassment training guide

· Expatriate and transfer management

· Recruitment strategy


ABC Wines, City XYZ
Manager of Human Resources
October 2001 - October 2002
Managed and administered the retirement savings plan, executive deferred compensation programs, and health programs for the US and Canada.  Responsible for recruitment, compensation, employee relations, counseling, termination, investigations, benefit review and implementation, policy development, compliance with State and Federal regulations, and the assessment, implementation and  maintenance of the human resource software system.  Key achievements included transferring record keeper services for the retirement savings plan, redesigning and selecting of the new health/welfare programs, designing and implementing the performance management program and compensation structure, developing employee manuals and corporate policies.  Managed Benefits and Payroll Administration, Auto Fleet, Office Administration, and Reception.

ABC Vineyards, City XYZ
Executive Administrator
November 2000 - October 2001
Provided administrative support to the CEO, CFO, and Board of Directors.  Provided support for contract negotiations, merger and acquisition activity, budget preparation, equipment maintenance, day-to-day administrative functions, and supervision of administrative support.  Planned and executed major trade event.

The XYZ Companies, City XYZ
Manager of Human Resources
March 1999 - October 2000
Provided human resources services for 250 employees over six divisions with various business focuses including wine production/sales/distribution, film production, television production, short story magazine publication, and resort lodge.  Responsible for recruitment, compensation, employee relations, counseling, termination, investigations, benefit review and implementation, policy development, compliance with State and Federal regulations, and the assessment, implementation and maintenance of the human resource software system.

XYZ  Wine Estates, City XYZ
Benefits & Compensation Administrator
March 1999 - February 2000
Managed the retirement savings plan, executive deferred compensation programs, stock programs, worker’s compensation, and health/welfare programs.  Key achievements included transferring record keeper services for the retirement savings plan, redesigning and selecting new health/welfare programs and implementing a new stock system.  Participated in an executive management compensation survey.
ABC Incorporated, City DEF
Manager of Human Resources
March 1995 - November 1999
Provided human resources services for 50 employees.  Responsible for recruitment, compensation, new hire orientation, training and education, employee relations, counseling, termination, investigations, benefit review and implementation, policy development, compliance with State and Federal regulations, and assessing, implementing and maintaining the human resource software system.  Gained international exposure in the areas of hiring and terminating staff, health care, compensation practices and union agreements in Germany and Finland.

Provided administrative support to the CEO and CFO.  Provided support for contract negotiations, merger and acquisition activity, budget preparation, equipment proposals/maintenance, contract review, and acted as liaison for parent company in Japan with affiliates in Germany and Finland.  Supervised administrative staff.  

Education

University of Phoenix
1994 - 1999
B. A. in Business Management
One course to complete degree
Napa Valley College
1994
Paralegal Certification
Skills

Extensive software knowledge in PC and Macintosh platforms including Microsoft Office (Word, Excel, PowerPoint, Access), Word Perfect, Lotus 1-2-3, Filemaker Pro, Equity Edge, ABRA, ADP Profile and other proprietary programs.
References

Available upon request
