Amar Singh

HR Administrator with recent work experience at two large corporations. Skilled
communicator who puts HR policies in clear, accessible terms for diverse employees.

Highly arganized, balancing multiple tasks in a fast-paced environment,

Professional Experience

HR Administrator
SJR Corp., San Francisco, CA | October 2021 to Present

®  Callaborate frequently with other HR persannel on new strategies and best

practices for employee relations, labor negotiations, succession planning,
workforce development, and compensation

®  Focus on helping achieve full compliance with state and federal labor law
requirements

®  Co-developed clear, engaging new training materials an arganization’s benefits
options

Office Assistant
AB| Corp., San Francisco, CA | August 2020 to September 2021

®  Maintained utmost cenfidentiality and discretion handling sensitive employee
infarmation

®  Introduced new system for organizing HR files, allowing reps to gather and review
employee infarmation maore quickly

123 Santa Maria,

San Francisco, CA 12345
youremail@example.com
(123) 456-7890

Education

Bachelor's Degree - Business
Administration
University of California, Berkeley, CA | 2020

Key Skills

Employes Confidentiality
Filing System Organization
Regulatory Compliance
Task Priaritization

Time Management

Training Materials Development



