Comet Bear, MBA
St. Paul, MN | (555) 555-5555 | comet@csp.edu

Results Oriented Human Resources Professional
· Accomplished HR leader with experience in end-to-end recruitment, implementing sourcing strategies, and attracting top-tier candidates while ensuring a positive candidate experience
· Expertise in resolving complex employee relations issues, conducting investigations, and providing guidance to foster a harmonious and productive work environment
· Skilled in designing and executing performance management systems, delivering training programs, and facilitating employee development initiatives to drive individual and organizational growth
· Proficient in developing and implementing HR policies and procedures, ensuring compliance with employment laws and industry regulations while maintaining a proactive approach to stay updated on changes
· Analytical thinker with a strong command of HR analytics, utilizing data-driven insights to inform strategic decision-making, measure HR performance, and identify areas for improvement
· Technical/Software Skills Include: Workday, Taleo ATS, SharePoint, Tableau, Microsoft Teams, Slack

PROFESSIONAL EXPERIENCE
Human Resources Business Partner, Ivy Construction, St. Paul, MN			            September 2022- Present
· Developed and implemented a talent acquisition strategy resulting in a 30% decrease in time-to-fill key positions, improving hiring efficiency and minimizing productivity gaps.
· Led a succession planning initiative, resulting in a pipeline of qualified internal candidates for critical roles, reducing external hiring costs by 20% over a 2-year period.
· Conducted a compensation analysis, resulting in a more competitive salary structure that reduced external offer acceptance rates by 15% and improved overall recruitment effectiveness.
· Developed HR metrics dashboard, providing real-time visibility into key HR metrics and enabling data-driven decision-making, resulting in a 20% improvement in HR operational efficiency.

Human Resources Administrative Coordinator, Fern Graphics, Saint Paul, MN	           September 2020-September 2022
· Demonstrated proficiency in managing HR administrative tasks, including employee onboarding, documentation, and maintenance of HRIS databases.
· Maintained accurate and up-to-date employee records, ensuring compliance with legal requirements and company policies.
· Supported HR processes such as benefits administration, payroll coordination, and leave management, ensuring seamless operations.

ADDITIONAL EXPERIENCE
Project Coordinator, ACR Homes, St. Paul, MN						        May 2018- September 2020
Operations Intern, Goodwill, St. Paul, MN						         September 2017-May 2018

EDUCATION
Master of Business Administration (MBA), Concordia University, St. Paul, MN			     Graduated May 2023
Bachelor of Science, Business Management, University of Wisconsin – Stout			     Graduated June 2018	
Emphasis: Training and Human Resource Development

LEADERSHIP AND INVOLVEMENT
Annual Fundraising Volunteer, PTA: Local School						           Fall 2021- Present
Volunteer, Local Church										      Spring 2015- Present
