
Emily Johnson
// HR Generalist

New York, NY (555) 234-5678 emily.johnson@email.com linkedin.com/in/emilyjohnson-hr

> SUMMARY

Results-driven HR Generalist with 5+ years of experience in providing comprehensive HR support, driving
employee engagement, and fostering a positive work culture. Proven track record of improving employee

satisfaction by 25% and reducing turnover by 30% through effective recruitment, training, and benefits
administration.

> SKILLS

• Recruitment and Hiring • Employee Relations • Benefits Administration • Employee Training and Development

• Diversity and Inclusion • HR Software (Workday, BambooHR) • Microsoft Office (Excel, Word, PowerPoint)

• Communication and Interpersonal Skills

> EXPERIENCE

HR Generalist Jan 2018 - Present

ABC Corporation New York, USA

Providing HR support to a team of 50 employees, including recruitment, onboarding, benefits administration, and
employee relations. Developed and implemented an employee recognition program, resulting in a 20% increase in
employee satisfaction.

• Managed the recruitment process, reducing time-to-hire by 40% and increasing qualified candidate pool by 25%

• Developed and implemented diversity and inclusion initiatives, resulting in a 15% increase in diverse hiring

• Coordinated employee training and development programs, resulting in a 90% participant satisfaction rate

• Administered employee benefits, including health insurance, 401(k), and paid time off, resulting in a 95%

employee satisfaction rate

HR Coordinator Jun 2015 - Dec 2017

DEF Company Los Angeles, USA

Provided HR support to a team of 20 employees, including recruitment, onboarding, and employee relations. Assisted in
the development and implementation of an employee handbook, resulting in a 10% reduction in employee complaints.

• Coordinated the recruitment process, resulting in a 25% increase in qualified candidate pool

• Developed and implemented an onboarding program, resulting in a 90% new hire satisfaction rate

• Assisted in the administration of employee benefits, including health insurance and paid time off

• Maintained employee records, including personnel files and performance evaluations

> PROJECTS

Employee Recognition Program 2018 - 2019

HR Generalist

Developed and implemented an employee recognition program, resulting in a 20% increase in employee satisfaction.

Microsoft Office • HR Software

> EDUCATION

Bachelor's Degree in Human Resources 2010 - 2014

University of California, Los Angeles Los Angeles, USA

Human Resources GPA: 3.5/4.0

> CERTIFICATES

SHRM-CP (Society for Human Resource Management Certified Professional) 2016

Society for Human Resource Management

Certified professional in human resources, demonstrating expertise in HR knowledge and practices.

> AWARDS

HR Generalist of the Year 2019

ABC Corporation

Recognized as the top HR Generalist in the company, demonstrating exceptional HR skills and achievements.

> LANGUAGES

English

Native

Spanish

Fluent

> HOBBIES

Reading • Hiking
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