John Doe
Broad and Wall (New York, NY ( Johndoey@gs.com ( (555) 555-5555

SUMMARY OF QUALIFICATIONS

· Over two years of experience analyzing data associated with finance, human resources, and benefits.
· Experience in assisting clients with employee benefits, retirement plans, and PeopleSoft HRMS. 

· Successful at completing tasks and working autonomously in management of reports and queries.
· Reliable and adaptable; learn new systems quickly, and take initiative.
· Strong quantitative skills and passion for the markets.
Technical Skills

· Windows XP/NT/2003, Word, Outlook, PowerPoint, Excel, Access, Oracle Enterprise Performance Management System, and Human Resource Management Systems (PeopleSoft).
· Beginner experience in JavaScript, SQL Server, Caspio, Parature, and JIRA.
EXPERIENCE

Financial/HRIS Data Analyst, COMPANY NEW YORK, NY                                

05/12 - present
· Lead analysis efforts in PeopleSoft to identify trends and inefficiencies that impact human resources, payroll, benefits, and other departments.
· Review job and position transactions to ensure accurate processing and to identify and correct potential issues for other downstream processes.
· Conduct quality assurance for new PeopleSoft processes and help create queries to help locate specific information from the HRMS and EPM database.  
· Develop excel spreadsheets that include various functions and pivot tables to consolidate information and provide data to upper management and departments.
Human Resources Specialist, Company, New York, NY



           05/11 – 05/12
· Researched, analyzed, and reviewed payroll reports for accuracy; made necessary adjustments to client benefits allotments or plans.

· Responded to client inquiries on issues such as family and medical leave, benefits, and retirement plans by telephone, email, and in-person.

· Explained university policies and procedures.

· Supervised and coordinated assignments for four student employees.
Human Resources Student Worker, Company, New york, NY



02/10 – 12/10
· Developed Excel spreadsheets, analyzed information, and compiled reports for benefit specialists.
· Processed confidential leave management paperwork into various university databases. 

· Assisted customers with human resources benefits and retirement questions.

Finance Intern, Company, New York, NY 



                                 08/09 – 12/09
· Performed cold calling to potential prospects on investment opportunities and upcoming events resulting in new leads.
· Researched and presented information on current market events and trends.
· Explained investment ideas and opportunities to professional financial advisors.
EDUCATION


Bachelor of Science in Business Administration, University, Planet Mars

           08/06 – 12/10

Major: Finance 
· Member of the Mars Investments Club and Ski and Snowboard Club.
Volunteer Teacher, Volunteer, North Pole

 

                                 02/09 – 05/09
· Prepared classroom activities for 1st graders in conjunction with business and economic curriculum.[image: image1.png]



