Jane Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 HR Assistant
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· More than three years experience. 

· Thorough at maintaining the principles and procedures of public human resources administration.

· I have my training completed in many software applications. 

· Honest ability to maintain confidentiality of work records.
W  O  R  K    H  I  S  T  O  R  Y
2009-Present: Ameritech Corporation, Indianapolis, IN.
Position: Human Resources Assistant
· Performing all level of responsibilities

2008-2009: 
Position: Human Resources Assistant
· Performing entry level responsibilities

                              2007-2008: 
Position: Human Resources Assistant
· Performing entry level responsibilities
2006-2007: CBS Corporation Indianapolis, In.
Position: Human Resources General Assistant
Duties: Setup and maintained files, records and databases such as employee master files, cell phone personnel listings in excel, kept track of inventory for the dept. in excel.
E  D  U  C  A  T  I  O  N
Associates Business, 2005 
ISU Terre Haute, Indiana
IVY Tech, Terre Haute, In.--Special courses and seminars.
Computer Proficient: Windows XP, Word, Excel, Power Point, ect...
