Professional Resume for English and
Human Resources Specialist

Objective:

Dedicated and results-oriented English and Human Resources Specialist with a
proven track record in effectively managing recruitment processes, fostering a
positive work environment, and enhancing organizational communication. Seeking
to leverage extensive language proficiency and HR expertise to contribute to a
dynamic team at [Company Name].

Skills:

Human Resources:
Recruitment and Onboarding
Employee Relations

Training and Development
HR Policy Development

English Language:

Proficient in Written and Verbal Communication
Editing and Proofreading

Language Teaching and Curriculum Development

Interpersonal:

Strong Collaboration and Team Building
Conflict Resolution

Cultural Sensitivity

Professional Experience:

Human Resources Manager | XYZ Company

Date Range



e Spearheaded full-cycle recruitment processes, resulting in a 20% reduction in
time-to-fill positions.

e Developed and implemented employee engagement initiatives, leading to a
15% increase in overall job satisfaction.

e Conducted regular training sessions on effective communication, fostering a
collaborative workplace culture.

English Language Instructor | ABC Language School
Date Range
e Designed and delivered comprehensive English language programs, catering to
diverse learner needs.
e Implemented innovative teaching methodologies, resulting in a 25%
improvement in students’ language proficiency.
e Fostered a positive and inclusive classroom environment conducive to effective
language learning.

Education:
e Master of Arts in English Language and Literature University Name,
Graduation Year
e Bachelor of Science in Human Resources Management University Name,
Graduation Year

Certifications:

e Professional in Human Resources (PHR)
e Teaching English as a Foreign Language (TEFL)

Professional Memberships:

e Society for Human Resource Management (SHRM)
e TESOL International Association

Achievements:

e Recognized for outstanding contributions in improving employee satisfaction
in the annual company awards.

e Published articles on effective language teaching methodologies in renowned
educational journals.



References:

Available upon request.

This tailored resume highlights the candidate’s proficiency in English and
comprehensive experience in human resources, aligning perfectly with the
requirements of the job posting.
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