	
	
	




First MI Last Name								Citizenship: US
210.000.000	Email Address
Street Address, Apt # City, State Zip Code
Veterans Preference: 30% SCD, VRA, or Schedule A					
(Optional) Professional Summary: Skilled HR Specialist with expertise in recruitment, onboarding, employee relations, and performance management. Proficient in HRIS systems, policy compliance, and workforce analytics. Strong collaborator with a focus on process improvement, engagement, and aligning HR strategies with business goals. Active Secret Clearance. 		
Work Experience
[bookmark: _Hlk210047195][bookmark: _Hlk210047236][bookmark: _Hlk210046257]Employer, Job Title Program Analyst GS-0343-11 (Series & Grade for federal jobs only) 		Sep 2023 - Present
City, State											55 hrs/w
· Planned and conducted management studies that streamlined divisional workflow, reducing paperwork processing time by 20 hours per month.

· Advised leadership on mission and resource changes; recommended alternative courses of action that improved manpower utilization by 15%.

· Reviewed and analyzed divisional organization and functions, leading to a restructuring that increased productivity by 12%.

· Participated in discussions of management study findings; contributed to adoption of new practices that cut redundant processes by 10%.

· Gathered and organized narrative and statistical data using tailored methods, ensuring 100% compliance with federal reporting standards.

· Applied statistical analysis of information systems and progress reports to identify inefficiencies, resulting in $250K annual cost savings.

· Conducted interviews and inquiries with managers and employees, producing actionable insights that improved workflow efficiency by 18%.

· Organized and delivered briefings to senior managers; prepared option papers and staff report that influenced three major policy decisions.

Health and Human Services, Program Analyst GS-0343-09					May 2020 – Sep 2023 
Sacramento, California										40 hrs/w
· Applied advanced analytical methods to management studies, ensuring 100% accuracy in fact-finding and producing reports that directly informed five executive-level decisions.

· Resolved programmatic issues using standard analytical techniques, improving operational consistency and reducing recurring errors by 20%.

· Evaluated program operations against organizational objectives; identified performance gaps and recommended improvements that increased mission alignment by 15%.

· Drafted and presented actionable recommendations to leadership, streamlining office procedures and boosting overall efficiency by 25%.

· Supported senior analysts and program staff in implementing organizational priorities, contributing to the successful execution of three major strategic initiatives.

· Reviewed and assessed proposed changes to mission, procedures, and delegations of authority, ensuring compliance and adaptability while reducing approval turnaround time by 30%



[bookmark: _Hlk209619619]Credit Union, Program Analyst									Jul 2018 – Mar 2020
Reno, Nevada											40 hrs/w		
· Analyzed sales data using Excel and Tableau to identify key areas for improvement.

· Led a $500K system implementation project, coordinating a team of 12 across 3 departments.

· Delivered the project on time and 5% under budget, resulting in annual cost savings of $250K.

· Certified Project Director in IT Security, enhancing expertise in creating strategies and budget plans.

· Provided support to ensure compliance with security, legal, and corporate standards.

Employers Name, Job Title									mmm yyyy – mmm yyyy
City, State											40 hrs/w		
· Spearheaded a company-wide onboarding revamp, reducing new hire ramp-up time by 30% and improving first-month satisfaction scores by 40%

· Led resolution of a high-turnover issue in the customer service department by implementing targeted retention strategies, resulting in a 25% drop in attrition within six months

· Designed and launched a performance management system that increased employee engagement scores by 18% and streamlined annual review cycles

· Managed end-to-end recruitment for 50+ roles across departments, cutting time-to-fill by 20% through proactive sourcing and improved screening protocols

· Facilitated conflict resolution workshops that decreased interdepartmental grievances by 35% and boosted team collaboration metrics

[bookmark: _Hlk210047381]Education
Education, certifications, or licensures. If the job announcement requires any education, certifications, or licensures, make sure you include the required information on the resume.

Name of School, Completion Date: mmm yyyy 
Master’s of Arts in Organizational Management, GPA 3.85

Additional Information (Optional)

The job announcement will list any “additional information” you should include in your resume. Read the job announcement and make sure you include any information specified in the job announcement when applying.

Example of additional information you may need to provide:
· Current security clearance
· Job-related training
· Language skills
· Organizations and affiliations
· Professional publications
· References
	
	
	



	
	
	



