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Looking to advance your HR career? It’s time to master the art of the resume.

While it may feel tricky to create the perfect HR resume, you can use tried and tested methods
to put your best foot forward.

These HR templates and job descriptions can help you take the next step in your career.

What should an HR resume look like?

Successful job seekers in HR write clear, organized, and skimmable resumes. A hiring
professional could glance over a great HR resume for less than a minute and understand the key
highlights of the candidate’s experience and skills.

Successful HR resumes include enough white space to guide the eye naturally over the key
points, while still fitting on a single page. You can use a template to guide you in keeping clean
lines and avoiding a messy appearance. Successful HR resumes include an introduction, a
timeline of key experience, education highlights, relevant skills, and important certifications.

How to write an HR resume

When crafting your HR resume, be specific and concise to showcase your relevant experiences.
Here’s where to start:

Open your resume with a quick, impactful headline or a statement of your goals. You don’t need
to include both a headline and an objective—choose the best fit for the particular role.

Write an HR resume headline that’s short enough to only take one or two lines. A strong
headline draws your reader in and conveys your unique value to a potential employer. It’s an
opportunity to capture your voice and professional identity and sets the tone for the rest of
your resume.

An HR resume objective highlights your relevant experience and states your career goals
clearly. It makes a case for why your particular skills and background are a fit for the role and
showcases your enthusiasm and passion. Update your objective to align with each HR role you

apply for.

Results-driven HR coordinator optimizing retention and connection

Skilled HR coordinator seeking to grow my career by contributing to a human
resources team in a supportive workplace. Helped improve retention by 28 percent in my role
at [company name]. Passionate about developing meaningful connections between teams and
creating a positive work culture.
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HR resume career summary

You can open your resume with a two or three-sentence career summary instead of a headline
or objective. In many cases, newer professionals and career changers may opt for an objective,
while more experienced professionals may open with a career summary.

Provide a brief overview of your background, key skills, and notable accomplishments. Use a
career summary to showcase your potential and past achievements immediately.

Systems-oriented HR operations professional with over 15 years of experience managing and
improving core HR processes. Expert in implementing HR systems to enhance operational
efficiency and improve employee satisfaction. Demonstrated ability to optimize budgets
and performance management practices to drive a culture of productivity and continuous
improvement.

Education

In the education section, provide details about certifications, degrees, and coursework relevant
to the role. Include where and what you studied and highlight key accomplishments, like
graduating with honors.

Start with your most recent degree and then work your way back.

Education History

Master of Business Administration (MBA)
Specialization in Human Resources

123 University, San Diego, CA

Graduated December 2012

Bachelor of Science in Human Resources Management
University of ABC, New York, NY

Graduated May 2008

Certifications
Professional in Human Resources, HRCI, 2014

Human Resources Management Certification, HR University, 2018
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Human resources work experience

The work experience section gives hiring teams a clear view of your career path status. Provide
an overview of your relevant work history, starting with your most recent experience at the top.
For each work experience, include your job title, company name, the dates you worked there,
and a short, clear list of your responsibilities and results.

Example:
Human Resources Manager
June 2021 - Present

Better Company, Taos, New Mexico

* Increased compliance and efficiency through the implementation of a new HRIS
e Reduced time-to-hire by 18 percent by optimizing recruitment initiatives
e Enhanced employee development through targeted training programs

* Managed benefits administration team members to ensure compliance

Human Resources Coordinator

August 2017 - May 2021

Great Company, Salt Lake City, Utah

e Supported the HR department in data entry and document management
e Managed employee records to ensure accuracy

* Prepared employee onboarding templates for company-wide use

e Maintained and updated recruitment database to fill open roles

HR skills

Even though you may have covered some skills in the work experience section, you can include
a designated “skills” section on your HR resume to highlight your capabilities relevant to the
role.



e Conflict resolution

* HR dashboard management
e ATS management

* Interview coordination

e Job posting

e Software optimization

* Retention strategies

e Clear communication

e Data analysis

HR certifications

If you haven’t included your relevant HR certifications in the education or skills sections, include
them here. You can use this section to review credentials earned through courses outside of the
traditional education system.

Certifications

e Society for Human Resource Management (SHRM) - 2023
e Professional in Human Resources - 2021

e Talent Management Practitioner - 2021

Human resources cover letter

Use a one-page cover letter to introduce yourself to the hiring manager, highlight the skills most
relevant to the role you’re applying for, and express your interest in their specific organization.
You have limited space to show hiring managers everything that makes you the perfect fit, so
try not to repeat the same details in both your resume and cover letter.

Let your personality shine through and elaborate on your top achievements while explaining
how those accomplishments pertain to the specific role.
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Human resources resume example templates

When it’s time to submit a resume, take time to make sure the details fit your unique personality
and tailor the messaging to the company you’re applying for. Use a template as a broad starting
point.

Instead of writing a resume from scratch, use one of the following resume example templates to
get started.

Follow the overall structure and dig into your experience to fill in the blanks.

1. General human resources resume template

Use a general human resources resume as a starting point for all your job applications in

the human resources world. Whether you’re casting a wide net and applying for various job
openings or you’d just like to start by organizing your career path thus far into a resume format,
you can use this basic template to get started.




First and last name

Personal email address
Phone number
City, State

Career objective or headline

Professional experience

Company name

- Relevant roles and skills

Company name

- Relevant roles and skills

Company name

- Relevant roles and skills

Education

College

Degree name

- Relevant coursework

Relevant certifications

Relevant skills

[list your relevant skills, like ATS management and conducting interviews]

Location

Location

Location

Location
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2. Entry-level HR resume template

Career changers and recent grads can take a fresh approach to their HR resume. While you
might not have specific experience in a past HR role, you can highlight the roles, internships, and
life experiences laying the groundwork for your desire to work in HR.

Maybe you worked in a restaurant and honed your conflict management skills or maybe you
worked in a data analytics internship that inspired you to be an HRIS analyst. Use this template
to call attention to the unique experiences that make you a good fit.

First and last name

Personal email address
Phone number
City, State

Career objective

Professional experience

Company name Location

- Relevant roles and sKkills

Education

College

Degree name Location

- Relevant coursework

Relevant sKills

[list some skills you’ve worked on that will be relevant to an HR career]
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3. Human resources manager resume template

If you’re applying for a human resources manager role, you can use your resume to highlight
your many years of experience and demonstrated skills. Use this template to stay organized and
make sure none of your impressive accomplishments go unnoticed.

First and last name

Personal email address
Phone number
City, State

Career objective or headline

Professional experience

Company name Location
+ Relevant roles and skills
Company name Location

- Relevant roles and skills

Company name Location

+ Relevant roles and skills

Education

College

Degree name Location

- Relevant coursework

Relevant certifications

Relevant skills

[list the skills you’'ve showcased throughout your career so far.]
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4. Chief People Officer template

The Chief People Officer resume template focuses on your contributions to company culture
and overall strategy. Spend time honing the professional summary section to accurately reflect
the proudest moments of your career so far. The template can showcase your long-term
expertise in enhancing engagement and aligning HR practices with organizational priorities.

First and last name

Personal email address
Phaone number
City, State

Career objective or headline

Professional experience

Company name Location

+ Relevant roles and skills

Company name Location
+ Relevant roles and skills
Company name Location

- Relevant roles and skills

Education

College

Degree name Location

+ Relevant coursework

College

Location
Degree name

+ Relevant coursework
Relevant certifications

Relevant skills

[list the most impactful skills you've honed in your career, including software you've

mastered and certifications you've earned]
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5. HR business partner resume

An HR business partner acts as a strategic advisor to specific teams within the company and
streamlines communication between business management and the HR team. They provide

high-level guidance on HR goal-setting to help every team support company objectives and
internal changes.

Use your HR resume to highlight your strategic impact, showcasing your experience in aligning
HR initiatives with business goals, facilitating organizational change, and driving employee
engagement and performance.

HR BUSINESS PARTNER RESUME EXAMPLE

478 Ocean Street, Petaluma, CA 94952
(707) 987-3265
Ken.lutz@gmail.com

Senior HR Professional with 10+ years of experience in strategic human resources planning, management
consulting, organizational development, and change management. Partner with senior executives to provide
critical leadership to new ventures, accelerate growth, revitalize non-performing operations, and deliver strong
financial results.

PROFESSIONAL EXPERIENCE

NORTEK HOLDINGS INC Petaluma, CA
HR Business Partner August 2019-Present
« Direct all HR functions, including executive coaching and counseling of 1 business unit
president and 5 functional executives responsible for generating $200M revenue
« Execute multiple HR programs related to the employee life-cycle, such as talent acquisition,
onboarding, employee development, employee relations, and contract management
« Improved grievance documentation procedures to minimize HR risk, which reduced
unemployment expenses by 50%
» Saved $37M through effective restructuring and implementation of modernized HR solutions
targeting decision-making improvements for the leadership team

PINNACLE LIVING, LLC Addison, TX
HR Business Partner June 2013-August 2019

« Collaborated with 9 senior executives to define and implement HR strategies and initiatives
to support strategic business objectives

+ Developed and implemented strategic initiatives and key metrics to support the
organization’s vision, resulting in updating code of conduct policies

« Slashed employee turnover by 25% and saved $2M+ annually by applying transformational
business techniques

« Achieved 21% improvement in employee engagement by introducing HR metrics and client
scorecards to monitor progress

+ Devised and executed a reconciliation system for employee insurance bills, which recovered
$70K in vender overpayment and prevented the potential loss of $15K+

EDUCATION
NATIONAL-LOUIS UNIVERSITY Chicago, IL
Master of Science in Human Resource Management May 2013

Honors: summa cum laude (GPA: 3.8/4.0)

ADDITIONAL SKILLS

« Proficient in Microsoft Office (Word, Excel, and PowerPoint), MS Access, MS Outlook
« Strong knowledge of FMLA, CFRA, workers compensation, and SOX compliance
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6. Human resources specialist resume

You can find HR specialist roles in enterprises with large teams and extensive HR needs. Use a
human resources specialist resume template to highlight the specific skills that make you the
best fit for your chosen HR specialist path. Whether your focus lies in payroll, recruitment, or
operations, you can use this outline to illustrate proficiency in your specific field.
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7. Human resources assistant resume

If you’re making a career pivot or you recently graduated from university, this human resources

assistant resume will help you start the application process.

In most cases, HR assistants don’t need many years of previous HR experience. However, use the

skills section to call attention to the aspects of your background that will make you an asset to

an HR team, such as time management, familiarity with key technology, and interpersonal skills..

Sarah Dodsen

Human Resources HR Assistant

Throughout my early career in urnan resources, | have focused on
ensuring employee satisfaction through the proactive developrnent
of relationships. | am looking to leverage this ability to build
meaningful relationships as an HR assistant and recruiter at a quickly
growing company like Motion.

WORK EXPERIENCE

Southwire

Human Resources Assistant
Los Angeles, CA | April 2019 - current
* Assisted in recruiting both hourly and salaried roles by
messaging 220+ prospective employees on LinkedIn and
through email
« Acted as a resource for employees on benefits programs,
wellness programs, and company policies
* Advised and counseled on company rules, policies, procedures,
and corrective actions to maintain employee consistency
* Facilitated, advised, and counseled on legal compliance issues,
including OFCCP, FMLA, FLSA, and unemployment
* Aided training specialists in the development of more than 34
hours of training programs for all levels of employees

Veo

Human Resources Intern
Los Angeles, CA | April 2018 - September 2018
e Sourced candidates USfﬁg LinkedIn Recruiter for technical roles,

including back-end software engineering and data engineering
roles, leading to & full-time hires

+ [terated messaging to qualified candidates for given roles to
improve the response rate from 9% to 17%

« Communicated with candidates across each step of the
application process and updated the status of each candidate in
Greenhouse

Luxottica

Human Resources Intern
West Hollywood, CA | April 2017 - September 2017
* Wrote and filed reports on employee progress every 2 months
+« Scheduled 29+ interviews with prospective candidates and
coordinated meetings between HR staff and administration
* Drafted weekly communication between the HR department
and employees

sarahdodsen@email.com
(123) 456-7890

Los Angeles, CA 90021
LinkedIn

SKILLS

+ Compliance (OFCCP,
FMLA, FLSA,
unemployment)

+ Employee Retention

*« Recruiting

* Recruiting Coordination
s ATS (Greenhouse)

EDUCATION

Bachelor of Arts
Human Resources
Management
University of California
Santa Barbara

September 2015 - April
2019

Santa Barbara, CA

Relevant courses

+ Managing Diversity in
Organizations

* Human Resource
Analytics

» Hurman Resources
Planning & Strategy

+ Hurman Resources
Management
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8. HR recruiter resume

Since HR recruiters spend much of their time reviewing resumes, your resume for this role
should illustrate your deep familiarity with them. Get straight to the point without distracting
from your impressive experience and proven results. Demonstrate your success in sourcing,
interviewing, and hiring top talent, as well as any innovative recruitment strategies you’ve
implemented.
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9. HR professional resume

Anyone in HR can use an HR professional resume, but be sure to get specific in the skills and
experience sections. Guide a recruiter through the various aspects of your career, from work
experience to core competencies. Call out special skills and specific software and tools you use.
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10. Human resources coordinator resume

A successful human resources coordinator understands the daily requirements and
responsibilities of the HR department as a whole. HR coordinators bring a breadth of skills to
the team, so include examples about your experience with new joiner processes, data reporting,
and team member development initiatives.

Begin with a strong summary to highlight your organizational skills, attention to detail, and
ability to support various HR functions effectively.
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11. Fresher human resources resume template

A fresher refers to someone new to their desired field, often a recent graduate. A fresher human
resources resume focuses more on skills and personality traits than on past work experience.
Craft an effective summary to show hiring teams your personality and then outline relevant work
experience, expand on your skills, and highlight your education.

Remember that you’ve probably developed many relevant skills as a student, such as
organization and time management.
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12. Senior HR manager template

Use a senior HR manager template to showcase your impressive past work experience. Include
quantifiable results, such as increases in skill development, performance, and retention. The
more you can quantify your past performance in numbers and percentages, the better.

DYLAN TAYLOR

SENIOR HR MANAGER

CONTACT WORK EXPERIENCE

d.taylor@email.com Senior HR Manager
(123) 456-7890

Indianapolis, IN

Allison Transmission
2018 -current / Indianapolis, IN
Linkedin e Spearheaded a company-wide HR strategy, leading to a 34% increase
in satisfaction scores, measured on Qualtrics EmployeeXM surveys.
¢ Introduced QuickBooks Payroll for processing monthly payrolls,
EDUCATION lowering processing times by 29 minutes.
+ Revamped employee benefits program on Namely Benefits, growing

Bachelor of Science in employee benefits satisfaction rates from 13% to 18%.

ELliEss « Integrated ADP Time and Attendance for 1,431 employees, ensuring
Human Resource all workers clocked in and out at accurate times,
Management
Indiana Universi
R HR Manager
Bloomington
2008 - 2012 Salesforce
Bloomington, IN 2015-2018 / Indianapolis, IN
« Trained 113 employees on Saba Cloud, bringing a 27% increase in
waorkforce skill development.
SKILLS * Used Oracle Talent Management Cloud to overhaul the current talent
management, accelerating annual talent retention rates by 16%.
BambooHR « Drove a 12% uptick in monthly employee performance by integrating
Jobvite BetterWorks for organized goal setting and performance tracking.
Saba Cloud » Led 4 D&l initiatives, gaining a 42% increase in minority hiring, and
BetterWarks increasing their retention rates by 3.1% within two years.
QuickBooks Payroll
Qualtrics EmployeeXM HR Generalist
ADP Time and Attendance Zimmer Biomet
Google Workspace

I " 2013-2015 / Warsaw, IN
racle Talent Managemen
€ * Managed employee data for 287 staff members on BambooHR,
Cloud sl
maintaining a data accuracy rate of 96%.
« |mproved team collaboration by integrating Google Workspace,
decreasing project submission times by 7 hours.
+ Resolved relations issues between 32 employees with a resolution
success rate of 93%.

* Revised and updated 28 HR policies, ensuring complete compliance

with current labor laws.

Namely Benefits
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13. Global HR operations template

Professionals in global HR operations manage several moving parts to ensure smooth and
effective HR functions across different regions. From navigating time differences and differing
schedules to acknowledging cultural nuance and language barriers, keen focus and strong
organization skills will help you succeed in this role.

Use a global HR operations template to highlight experiences when you’ve coordinated global
teams toward a common goal. List your language skills and cultural competencies to drive home
your preparation for the role.
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14. HR associate resume template

HR associates keep the entire department up and running smoothly. Include key results you’ve
driven in past roles, whether you’ve decreased time-to-hire, increased retention, or implemented
a new time management system. Use a simple template to help keep the focus on your
developing experience and useful skills.
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15. HR compliance resume

HR compliance requires consistency and accuracy across all tasks. Dive right in to describe
your background and call attention to your most impressive metrics, like reducing compliance
violations and improving workplace safety.

Discuss the software and innovative platforms you’ve mastered and highlight your experience
maintaining regulatory standards and ensuring legal compliance.
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16. HRIS specialist resume template

HRIS specialists focus on the technical aspects and software involved in the HR department.
But they also need a thorough understanding of broad organizational goals to ensure that their
analysis targets relevant company needs.

Place your top HRIS software skills near the top and highlight any certifications relevant to data

analysis, software management, and strategic planning.
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17. HR generalist resume

Adapt an HR generalist resume to fit your current career goals and achievements. Highlight your
range of experience, from managing onboarding processes to mediating team member conflicts.
You may decide to exchange a summary for an objective if you’re early on in your career.

Or, add more detail to the experience section to showcase the breadth of your experience, since
generalists need a working knowledge of many facets of the HR process.
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18. Human resources administrator resume

Use a human resources administrator resume template to illustrate your operations and
administration skills and background. Include skills around records maintenance, HR report
generation, and recruitment process development.
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19. Benefits manager HR resume

Benefits managers must prove they’re flexible, sharp, and innovative. Use a benefits manager
HR resume to show the hiring team you’ll be able to manage benefits software, educate team
members on their benefits, create retirement plans, and improve recruitment and retention
efforts. In the skills section, outline your communication proficiencies and call out which
benefits tracking software you’re familiar with.
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20. Recruitment manager resume

A recruitment manager understands the nuances of candidate selection and hiring processes.
Recruitment managers strategize recruitment efforts, facilitate partnerships with teams in need
of staffing, and coordinate growth within the recruitment team.

Use a recruitment manager resume template to highlight your proficiency in applicant tracking
systems and your past successes in hiring top talent.
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21. HR data analyst template

HR data analysts merge broader organizational goals with HR tools to gain insights into areas
for improvement and strategies for optimizing HR processes.

Use an HR data analyst template to showcase your calculating eye and technical skills. Include
the platforms you’re most familiar with and cite qualitative examples of improvements you’ve
made in past teams, such as helping reduce time-to-hire or improve workforce performance.
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22. Benefits coordinator resume

Benefits coordinators bridge the gap between the HR department and the many teams within
an organization. Use your resume to illustrate the way your past experiences have prepared you
to fill this essential role and lend a strategic eye to company benefits policies.
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23. VP of human resources

As an integral player in an organization’s overall strategy and function, the VP of human
resources must demonstrate several years—usually decades—of HR experience. Craft your
resume for this role with an emphasis on your continuous growth over a long HR career.

Use metrics to quantify your value in past roles and highlight your understanding of important
HR goals.
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24. HR officer resume

In your HR officer resume, focus on showcasing your advanced ability to handle various HR
functions effectively. Highlight your experience with employee relations, policy implementation,
and HR administration.

Prove you’ve saved time, added efficiency, or updated systems in past roles using metrics and
clear examples, like increases in retention or improvements in retirement plans.



Streamline the application process with
HR resume templates

With a well-crafted resume, you can confidently showcase your qualifications and
stand out to potential employers. Use these HR resume templates as a starting
point and then customize them for each .

Start your job search with a strong foundation and set yourself up for success in
landing your dream HR role.




Meet Bob

At HiBob, we’ve built a modern HR platform designed for modern business needs—today
and beyond.

An HR platform such as Bob offers a one-stop-shop for all things HR. It sits at the center of
your HR ecosystem, is fully customizable, and grows with your organization.

‘O\

For HR

It delivers automation for many common processes, allows greater
oversight and visibility of the business, and centralizes all people data in
a secure, user-friendly environment.

Lo
a

For managers

It provides access to data and insights to help them lead more
effectively and streamline processes.

4+
+
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For employees

It’s the tools and information they need to connect, develop, and
grow throughout their journey.

In a short time, Bob can be deployed to enable communication, collaboration, and
connectivity that drives stronger engagement, productivity, and business outcomes.
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https://www.hibob.com/

