
Samantha Chen
Recruiting Assistant

Chicago, IL • (555) 673-2958 • samantha.chen.hr@gmail.com • linkedin.com/in/samanthachen • www.emilychen.com

• www.emilychenportfolio.com

SKILLS

Applicant Tracking Systems

(ATS)

Candidate Sourcing

Interview Coordination

Data Analysis

Time Management

Communication

Team Collaboration

Problem-Solving

EDUCATION

Bachelor's 2015 - 2019

University of Illinois

Urbana, USA

Business Administration

GPA: 3.5

CERTIFICATES

Certified Recruitment
Professional (CRP)

Recruitment Certification
Institute

2020

Demonstrated expertise in

recruitment principles,

practices, and technologies.

LANGUAGES

English

Native

Spanish

Intermediate

HOBBIES

Reading industry
publications and blogs to
stay current on recruitment
trends and best practices.

•

Participating in professional
networking events to expand
recruitment network and
knowledge.

SUMMARY

CRP-certified Recruiting Assistant with 3 years supporting full-cycle hiring

for technology and professional services firms. Managed a 10,000+

candidate ATS database, achieved a 95% interview attendance rate, and

contributed to a 30% reduction in time-to-hire. Available for part-time or

hybrid recruiting support roles.

EXPERIENCE

Recruiting Assistant Jan 2020 - Present

ABC Recruitment Agency New York, USA

Provided administrative support to recruitment teams, coordinating interviews,

managing candidate databases, and performing data analysis to inform staffing

decisions.

• Utilized ATS software to track candidate applications, managing a database

of over 10,000 candidate profiles and ensuring data accuracy and

compliance with company standards.

• Sourced and screened candidates using social media, job boards, and

professional networks, resulting in a 25% increase in qualified candidate

referrals.

• Coordinated interviews, travel arrangements, and accommodation for out-

of-town candidates, ensuring seamless candidate experiences and 95%

interview attendance rate.

Recruitment Coordinator Jun 2018 - Dec 2019

DEF Staffing Services Chicago, USA

Assisted recruitment teams with candidate sourcing, interview scheduling, and

data entry, contributing to a 30% reduction in time-to-hire and 20% increase in

new hire quality.

• Developed and maintained relationships with hiring managers, ensuring

clear communication of recruitment needs and delivery of high-quality

candidate pipelines.

• Created and posted job advertisements on social media, job boards, and

company websites, resulting in a 50% increase in job views and applications.

• Tracked and analyzed recruitment metrics, providing insights and

recommendations to improve recruitment strategies and process

efficiencies.

AWARDS

Recruitment Team Player Award 2019

ABC Recruitment Agency

Recognized for outstanding contributions to recruitment team success, including

25% increase in qualified candidate referrals and 95% interview attendance rate.
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