
Emily Johnson
Human Resources Assistant

New York, NY • (555) 123-4567 • emily.johnson@email.com

linkedin.com/in/emilyjohnson

SUMMARY

Results-driven Human Resources Assistant with 5+ years of experience in recruiting, talent management, and

benefits administration. Proven track record of improving employee engagement by 25% and reducing turnover

by 15%. Proficient in HRIS systems, including Workday and BambooHR.

SKILLS

• HRIS systems

• Recruiting

• Talent management

• Benefits administration

• Employee communications

• Payroll processing

• Event planning

EXPERIENCE

Human Resources Assistant Jan 2020 - Present

ABC Corporation New York, NY

Assist with recruitment efforts, including scheduling interviews and conducting phone screens. Manage employee data in HRIS

systems, ensuring 99% accuracy and compliance with company policies. Coordinate benefits administration, including open

enrollment and employee communications.

• Conducted 50+ phone screens per month, resulting in a 20% increase in qualified candidates

• Maintained a 95% employee satisfaction rate with benefits administration

• Assisted with onboarding 20+ new hires per quarter, resulting in a 10% reduction in time-to-productivity

HR Coordinator Jun 2018 - Dec 2019

DEF Company Los Angeles, CA

Coordinated employee events, including company-wide meetings and training sessions. Assisted with payroll processing,

ensuring 100% accuracy and compliance with company policies. Managed employee communications, including company

announcements and policy updates.

• Planned and executed 10+ employee events per year, resulting in a 25% increase in employee engagement

• Processed payroll for 500+ employees, ensuring 99% accuracy and compliance with company policies

• Assisted with development and implementation of employee handbook, resulting in a 15% reduction in employee

questions and concerns

EDUCATION

Bachelor's Jun 2018

University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5

CERTIFICATES

SHRM Certified Professional

Society for Human Resource Management

Jan 2020

Demonstrated knowledge and expertise in human resource management

AWARDS

Employee of the Quarter

ABC Corporation

Mar 2020

Recognized for outstanding performance and contributions to the company

LANGUAGES

English

Native

Spanish

Fluent
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