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	Summary


Results-driven Senior HR Generalist with 8+ years of experience in implementing HR strategies, managing employee relations, and driving talent acquisition processes. Proven track record of enhancing employee engagement, streamlining HR functions, and ensuring compliance with employment laws. Skilled in policy development, performance management, and HRIS implementation to support business objectives.
	Professional Experience


Senior HR Generalist
[Company Name], [City, State]
[Month/Year] - Present
· Managed HR operations for a team of 200+ employees, ensuring compliance with labor laws and internal policies.
· Developed and implemented a new onboarding program, reducing new hire turnover by 25% within the first year.
· Oversaw the recruitment process for 30+ positions annually, decreasing time-to-hire by 15% through optimized interview and selection methods.
· Collaborated with department heads to revise performance management processes, leading to a 30% increase in employee engagement scores.
· Led the implementation of a new HRIS, improving data accuracy and reducing administrative tasks by 20%.
HR Generalist
[Company Name], [City, State]
[Month/Year] - [Month/Year]
· Facilitated employee relations for a 150+ employee workforce, resolving 95% of issues without escalation to senior management.
· Conducted a comprehensive benefits analysis, resulting in a 10% cost reduction while enhancing employee satisfaction with benefits options.
· Organized and led monthly training sessions on HR policies, enhancing compliance awareness across departments.
· Coordinated annual performance reviews, achieving 100% completion within the designated timeframe and providing constructive feedback to employees.
HR Specialist
[Company Name], [City, State]
[Month/Year] - [Month/Year]
· Processed payroll for 100+ employees, ensuring 100% accuracy and compliance with state and federal regulations.
· Partnered with management to develop and implement employee recognition programs, resulting in a 15% increase in overall employee morale.
· Conducted employee training on HRIS usage, improving the department's data entry accuracy by 30%.
· Supported the HR team in maintaining employee records for a 300+ employee company, ensuring 100% compliance with data protection laws.
· Assisted in updating HR policies, contributing to a 10% reduction in policy-related inquiries from employees.

	Skills


· HR Management: Employee Relations, Talent Acquisition, Performance Management, Policy Development, Compliance
· Technical Proficiency: HRIS (e.g., Workday, BambooHR), Microsoft Office Suite (Excel, Word, PowerPoint), Payroll Systems
· Communication: Strong written and verbal communication skills, experience in conflict resolution and delivering HR presentations
· Leadership: Team Building, Change Management, Cross-Departmental Collaboration
· Analytical: Data Analysis, Compensation & Benefits, HR Metrics
	Education


Master of Business Administration (MBA) in Human Resource Management
[University Name], [City, State]
[Month/Year] - [Month/Year]
· Focused on advanced HR strategies, organizational behavior, and business management.
· Completed a capstone project on “Optimizing Talent Management in Modern Organizations,” which was recognized as one of the top projects in the cohort.
· Relevant Coursework: Strategic HR Management, Organizational Development, Labor Law, Compensation & Benefits.
Bachelor of [Degree, e.g., Business Administration with a focus on Human Resources]
[University Name], [City, State]
[Month/Year] - [Month/Year]
· Relevant Coursework: [List 2-3 relevant courses, e.g., Talent Acquisition, Employment Law, Organizational Behavior]
· [Optional: GPA (if above 3.5), Honors, or Academic Achievements]
	Certifications & Courses


[Certification Name, e.g., AIHR HR Generalist Certificate, SHRM-CP, [Institution], [Month/Year]
[Course Name, e.g., High-Impact Performance Management], [Institution], [Month/Year]
	Additional Activities


· Conference Attendance: Attended the SHRM Annual Conference (2023), focusing on the latest trends in HR management and compliance.
· Publications: Authored an article on "Improving Employee Onboarding Processes" for HR Daily (2022).
· Volunteer Work: Member of the Local HR Professionals Network, coordinating monthly webinars on emerging HR topics.
	References
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At the Academy to Innovate HR (AIHR), it is our mission to
make HR future-proof by offering world-class, online
education programs available anywhere, anytime.

® 100% Online & Self-Paced Learning
@ Personal Career Coach

@ Resource and Template Library

@ HRCI, SHRM & HRDA Credits

Learn More
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