英语简历范文
PROFESSIONALOBJECTIVE
Apositioninthepersonnelfieldinwhichmyexperienceandeducationwillhavevaluableapplication.
PROFESSIONALEXPERIENCE
VIRGINIAGENERALHOSPITAL,Suffolk,VA
AssistantPersonnelOfficer,1990-Present
Recruitedandtrainedadministrativeandclericalstaffs,ancillaryandworksdepartmentstaffs,professionalandtechnicalstaffs.
SupervisedPersonnelAssistant,PersonnelClerkandSecretary.
Organized,revised,expandedandmanagedinductionprogram.
Evaluatedpersonnel.
Conducteddisciplinaryandgrievanceinterviews.
Signedemployeestocontracts.
Advisedstaffonconditionsofemployment,entitlements,maternityleave,etc.
SOUTHERNCHARMSTORES,Roanoke,VA
AssistantStaffManager,1986-1990
Recruitedandselectedemployees.
Hiredpersonnelandreferredfortermination.
Administeredwages,salaryandworkmenscompensation.
Developedstaffinvariousjobdescriptions.
Performedinductions.
Supervisedpersonnelclerk.
ServedasinterimStaffManageratRaleigh.
EDUCATION
YALEUNIVERSITY,NewHaven,CT
BachelorofScienceinSociology,1996
COOKCOLLEGE,LOSAngeles,CA
PersonnelManagementExams,1985
REFERENCES
Availableuponrequest.
Cleanlayoutmakesresumeeasytoread.
Unrelatedworkexperienceisomitted.
