Maria Lopez
 Annandale, VA | 703-999-9999 | mlopez_sample@gmu.edu | LinkedIn
SUMMARY
Recent Human Resources graduate with strong knowledge of recruiting, employee relations, onboarding, and HR administration. Excellent communication, organizational, and multitasking skills with a passion for supporting employees and promoting a positive workplace culture. Seeking an HR Generalist opportunity to grow and make an immediate impact.
EDUCATION [List starting with the most recent credential and work backwards – delete this note]
 B.A. Integrative Studies, Concentration: Organization Administration	                                                     Expected May 20xx
 George Mason University, Fairfax, VA	GPA: 3.25
RELATED EXPERIENCE [List starting with the most recent experience – delete this note]
 Center for Social Work and Research, Fairfax VA		                                                                          September 20xx-Present
Human Resource Assistant
· Create employee packages for orientation and provide administrative and project management support to department
· Assist with recruitment at local colleges and universities job fairs
· Screen over 200 resumes and applications monthly and assist in preliminary interviews for various positions
· Conduct pre-employment background checks on prospective employees

HRD International, Austin TX					                                                              May 20xx-August 20xx
Intern, Human Resources
· Prepared and posted job ads; reviewed applications; conducted phone screens; scheduled interviews; conducted background and reference checks, and entered recruiting data into HR database 
· Maintained files and archived personnel documents 
· Coordinated training programs and ensured compliance with staff training requirements 
· Assisted with the coordination of employee benefits including conducting benefits orientations; ensured compliance with COBRA requirements; handled worker's compensation and short-term disability claims

ADDITIONAL EXPERIENCE [List starting with the most recent experience and work backwards – delete this note]
 Resident Advisor, George Mason University, Fairfax, VA 		                                                      September 20xx-May 20xx 
· Managed and regulated freshman student resident hall; enforced university safety policies
· Advised students on academic and personal issues; referred students to appropriate university life resources and service available on campus
· Assessed student needs and interests to develop suitable programs; arranged for presenters and handled logistics for three programs each semester

HONORS & ACTIVITIES [List starting with the most recent honor/award and work backwards – delete this note]
· Student Member, SHRM-NOVA 			                                                                               August 20xx-Present
· Recipient of the Fairfax Commission for Women Scholarship                                                                                August 20xx

CERTIFICATIONS
· Certified, AI+HI Specialty Credential

SKILLS 
· Proficient in Microsoft, Access and working knowledge of PowerPoint
· Experienced with Applicant Tracking Systems (ATS) with AI Features

