Laura Bennett
HR Specialist
laura.bennett@example.com  |  +44 7XXX XXXXXX  |  Edinburgh
ABOUT ME
For five years I have worked in recruitment, personnel records and training. I keep open, confidential communication with candidates and employees.
WORK EXPERIENCE
HR Specialist — Example Group   2021 – Present
1. Posted adverts, held screening calls and scheduled interviews with managers
1. Ran onboarding and personnel file processes for new employees
1. Prepared the annual training plan with the departments
HR Assistant — Demo Company   2019 – 2021
1. Kept personnel files up to date and checked timesheets
1. Organised the candidate interview calendar
EDUCATION
BA Business Administration — Example University   2015 – 2019
SKILLS
Recruitment processes, Interview management, Personnel administration, Employee communication, Training planning, Employment law (basic)
LANGUAGES
English (Native), Spanish (C1)
