John doe
123 smith drive • Baltimore, MD 21212 • Phone (123)555-5555 • john.doe@GMAIL.COM
DESIRED POSITION:
Professional Human Resources position with growth potential 
SUMMARY OF QUALIFICATIONS
With 18 years of military experience I have acquired a vast knowledge of government research, management and other relevant services.  Skills include efficient time management, the ability to work in a fast paced environment, outstanding oral and written communication as well as proven analytical, organizational, and problem solving skills. Proficient in: Microsoft Word, Microsoft Excel, MS Office, Outlook, Excel.
EDUCATION
Masters Degree - Human Resource Management (2011)

Southern University, (2011)

Bachelor of Science Degree - Business Administration/Marketing, 
Jones University, 2010
Emergency Medical Technician Course, April 2010
Army Warrior Leadership Course, 2009
WORK EXPERIENCE

Human Resource Assistant

Maryland Army National Guard, Fort Meade, MD
            

 
2006 - 2010
· Interview and assist applicants

· Contributed in the winning of the MEPS of excellence award for 2009
· Responsible for organizing schedules, travel arrangements, along with various administrative duties

· Prepare reports and correspondence for in processing and out processing with vast amounts of data entry
· Manage training sessions for departmental readiness
Medical Technician

Maryland Army National Guard, Reisterstown, MD 




1992 - 2005
· Maintained detailed records of tests performed and reported laboratory test results to appropriate personnel.
· Assisted in processing over 20,000 soldiers in 18years 
· Participated in official meetings and conferences to plan the future needs in certain military events
· Developed and implemented policies and procedures for the maintenance, storage, controlling and access of medical records and reports
· Increased moral and participation in company events by 95%
Daycare Manager

Today’s Modern Children Daycare, Baltimore, MD




2003 2005
· Coordinated daily schedules including activities promoting physical, intellectual, and social development
· Increased enrollment of children by 25% and improved attendance within a 2 month period
· Maintained consistent contact through email and correspondence and developed interpersonal relationships
· Directed the staff on the issues concerning the overall management of the daycare center
** Secret Clearance

