David Jones
123 Elm Street   (   Anytown, MD 12345
Phone: (555) 555-5555   (   Email: jones.david@mail.com
Desired Position – HR Generalist 
EDUCATION

Trident University – Cypress, CA




                                               2011
Master of Business Administration – Human Resources
GPA: 3.96 

University of Maryland – Adelphi, MD





                     2009
Bachelor of Science – Human Resources

GPA: 3.80

Maxwell Air Force Base – AL







                     2003

Human Resource Management Academy
SUMMARY OF QUALIFICATIONS
· 9 Years of experience in Human Resources Management, Equal Opportunity, and Diversity
· Exceptionally skilled in oral and written communication, analytical thinking, working in and leading teams, problem solving, decision making, recruiting, project management, making presentations, goal management, active listening, flexible, and firm corporate commitment 
· 13 years of experience in daily, weekly, quarterly, monthly, and strategic planning, employee development, prioritization, multitasking, metrics, process improvement, working with employees and management at all levels within the organization, meeting deadlines, results oriented
· Firm knowledge of Federal and State Employment Laws, FLSA, staffing, compensation, Six Sigma, employee relations, Cummins Core Values, organized, and possess interpersonal skills
· Skilled in employee relations, persuasion and influence, customer focus, training, working cross-functionally , facilitation and coaching, and building internal/external dynamic partnerships
Maryland National Guard





                  2003 – Present
Human Resources/Regional EEO/Diversity Manager
HR Specialist & Equal Opportunity Manager responsible for communicating in writing to customers, including letters, memos, presentation papers, and email to provide legal, regulatory, and practical advice.  Research regulatory & policy-reference materials and recommend solutions based on Equal Opportunity Investigations or job evaluations. Routinely utilize all Microsoft Office suites.
· Manage/Conduct new hire briefings, orientations, behavioral based interviewing, drug screening, background checks, employee training/development programs, regarding new information and legal compliance to provide details and answer questions to ensure policies are understood
· Manage and implement hourly compensation and wage program, employee engagement, employee recognition programs, disability actions, FMLA requests, workers compensation OSHA mandates, PTO issues, recruiting efforts, mentoring, diversity initiatives, and cultural change
· Utilize tool such as gap analysis, change management, transformation, performance management, talent management, succession planning, diversity, and various metrics to develop and implement initiatives to meet organizational objective/directives
· Perform quality reviews and ensure timely processing of performance reports
David L. Gobber
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PRIOR POSITIONS
Unilever HPC – Baltimore, MD





                      1990 – 2003

Process Technician/Union Negotiator
· Utilized conflict resolution, mediation, and negotiation techniques to analyze complex issues to reach  solutions which were mutually acceptable to both parties
· Built and maintain positive working relationships with employees and the public through proactive communication and customer service

· Facilitated and evaluated career development programs for employees while recommending outside resources where appropriate

· Utilized SAP to manage HR data and manage logistics      
United States Marine Corps – Santa Anna, CA



                                   1984 – 1988

Airfield Operations Manager 
· Perform quality reviews and ensure timely processing of performance reports, awards, decorations, promotions, demotions, classification actions, quality control actions, and disciplinary actions 
· Functioned as an internal consultant to assess the implementation of human capital initiatives

