Ace Armadillo
(555) 123-4567 | acearmadillo@email.com  | LinkedIn.com/in/ace

PROFESSIONAL SUMMARY_______________________________________________________________________________
Business Management student at San Antonio College with experience supporting recruitment, employee onboarding, training coordination, recordkeeping, and employee engagement. Strong communicator with experience working with students, supervisors, and community partners. Proficient in Microsoft Office with strong organizational and problem-solving skills. Seeking an HR internship or entry-level opportunity to apply academic knowledge and develop experience in HR operations and employee support.

CORE COMPETENCIES____________________________________________________________________________________
Technical: Microsoft Excel | Word | PowerPoint | Outlook | Google Workspace
Business & HR: Recruitment Support | Employee Onboarding | Interview Scheduling | Training Coordination | Employee Engagement | Recordkeeping | Policy & Procedure Communication | Customer Service

EDUCATION______________________________________________________________________________________________
Associate of Applied Science in Human Resources Management (AAS)						
San Antonio College | May 20XX		

WORK EXPERIENCE______________________________________________________________________________________
Work-Study – Career Readiness & Experiential Opportunities Office
San Antonio College | San Antonio, Texas | March 20XX - Present      		   
· Responds to student employee questions regarding workplace expectations, schedules, policies, and professional development, strengthening customer service and professional communication skills.
· Coordinates student employee workshops focused on professionalism, communication, workplace expectations, and career readiness, supporting employee development and engagement.
· Collaborates with staff and supervisors to identify outstanding onboarding requirements and follow up with student employees, supporting timely completion of onboarding requirements.

Human Resources Intern
ABC Business | San Antonio, Texas | September 20XX – December 20XX	   
· Reviewed job applications, scheduled candidate interviews, and communicated with applicants throughout the hiring process, supporting recruitment and candidate experience.
· Prepared new-hire orientation materials and organized personnel documents, supporting consistent and efficient employee onboarding.
· Maintained employee records and spreadsheets containing confidential information, demonstrating accuracy, organization, and attention to data privacy.

PROJECT EXPERIENCE____________________________________________________________________________________
Employee Onboarding Improvement Project - HRPO 2307: Organizational Behavior 
San Antonio College | Fall 2025
· Analyzed a sample employee onboarding process and identified opportunities to improve communication, training, and new-hire engagement, applying organizational behavior concepts to a workplace scenario.

CAMPUS & LEADERSHIP EXPERIENCE_____________________________________________________________________
Vice President of Membership – SAC Business Club					
San Antonio College | San Antonio, Texas | March 20XX – Present      
· Provided direct p Recruited new members and conducted informal orientations to communicate club expectations, opportunities, and activities, supporting member engagement and organizational growth.


