Sample Functional Résumé

	John Doe

1234 Alphabet Drive

Albany, New York 12345

123-456-7890

johndoe@yourstepstowardsuccess.com
SUMMARY OF QUALIFICATIONS

Has experience in building high-performing teams through a skilled management style with significant experience in performance-oriented leadership and a proven ability to implement and achieve company goals.

SKILLS AND ACCOMPLISHMENTS

Personnel Management

· Managed and supervised over 105 personnel on a daily basis

· Evaluated employees’ performance

· Developed employees’ skills and talents to achieve company goals

· Motivated employees to become proactive and creative in their jobs

· Decreased turnover and increased morale by 300%

Administration

· Conducted an internal organizational development study

· Provided recommendations for streamlining staff organization and restructuring work flow and work assignments

· Decreased overtime by 20%

· Executed employee promotions

· Identified opportunities for improvement when utilizing office resources

· Assisted in establishing company goals

Fiscal Management

· Managed a $3 million annual budget

WORK EXPERIENCE

Manager of the Department of Human Resources


October 2003-Present
ABC Corporation: Albany, New York









Human Resource Assistant Director



May 2002-October 2003
XYZ Corporation: Albany, New York

EDUCATION

Bachelor of Science in Business Management


May 2003
New York University – GPA 3.89

References Available Upon Request




