HR Assistant Resume Templates
Complete User Guide
Welcome!
Thank you for downloading these professional HR Assistant resume templates. This guide will show you exactly how to customize each template for your job search. Follow these instructions to create an ATS-optimized resume that gets you interviews.
What's Included in Your Download
You received 6 professionally-designed resume templates:
1. Entry-Level HR Assistant Resume - Perfect for recent graduates or those with less than 2 years experience
1. Experienced HR Assistant Resume - Ideal for professionals with 3-7+ years in HR roles
1. HR Assistant with Benefits Focus - Specialized for benefits administration and COBRA compliance
1. HR Assistant with Recruitment Focus - Optimized for candidates specializing in talent acquisition
1. HR Assistant with HRIS Specialist Focus - Designed for technical HR professionals working with systems
1. Career Changer to HR Assistant - Structured for professionals transitioning from other fields
Step 1: Choose Your Template
Select the template that best matches your experience level and specialization. If you're unsure, start with the Entry-Level or Experienced template depending on your years of experience.
Step 2: Open Your Template
Double-click the .docx file to open it in Microsoft Word. These templates work with:
1. Microsoft Word 2016 or newer (recommended)
1. Microsoft Word Online (free option)
1. Google Docs (import the .docx file)
1. Apple Pages (may require minor formatting adjustments)
Step 3: Customize Your Information
All placeholder text appears in [brackets]. Simply replace each bracketed section with your actual information.
Contact Information Section
Replace:
1. [YOUR FULL NAME] with your actual name
1. [City, State] with your location (city and state only)
1. [Phone Number] with your phone number in format: (555) 555-5555
1. [Email Address] with a professional email address
1. [LinkedIn Profile] with your LinkedIn URL or remove if not applicable
Professional Summary Section
This 3-4 sentence paragraph introduces your qualifications. Customize the bracketed portions:
1. Replace [X]+ years with your actual years of experience
1. Replace [company size] with actual employee count you've supported
1. Replace [HRIS system] with actual systems you know (Workday, ADP, BambooHR, etc.)
1. Replace [X]% with your actual measurable achievements
1. Keep the overall structure but make it sound natural and authentic
Core Competencies Section
This section lists your key skills. Keep 8-12 items total:
1. Keep skills that match the job description you're applying to
1. Remove skills you don't actually possess
1. Add any important skills missing from the template
1. List specific software names (Workday, not just 'HRIS')
Professional Experience Section
This is the most important section. For each position:
Company Header:
1. Replace [Company Name] with your actual employer
1. Replace [City, State] with the company location
1. Replace job title with your actual title
1. Replace [Month Year] with your employment dates (e.g., January 2022)
Achievement Bullets:
Each template includes achievement-focused bullets. Customize them by:
1. Keeping the action verb structure (Streamlined, Coordinated, Managed, etc.)
1. Replacing numbers with your actual metrics
1. Changing the specific tasks to match what you actually did
1. Ensuring every bullet shows a result, not just a responsibility
Adding or Removing Positions:
1. Include your last 10-15 years of relevant experience
1. Delete entire job sections you don't need
1. Copy and paste a job section to add more positions
Education Section
Replace bracketed information:
1. [Degree] with your actual degree (Bachelor of Science, Associate of Arts, etc.)
1. [Major] with your field of study (Human Resources Management, Business Administration, etc.)
1. [University Name] with your school's name
1. [City, State] with the school location
1. [Year] with your graduation year
1. Include GPA only if 3.5 or higher
1. Delete the coursework line if not applicable
Certifications Section
List your actual certifications:
1. Include PHR, SHRM-CP, or other HR credentials you hold
1. Delete the entire section if you don't have certifications yet
1. Add certifications by copying the bullet format
1. Include the certifying organization and year obtained
Step 4: Optimize for ATS Systems
Your resume is already ATS-friendly, but follow these rules:
1. Don't change the formatting - No tables, text boxes, headers, or footers
1. Keep fonts simple - Arial is already selected and works perfectly
1. Use standard section headers - Don't rename 'Professional Experience' or 'Education'
1. Match job posting keywords - Use exact phrases from the job description
1. Spell out acronyms first - Write 'Human Resources Information System (HRIS)' before using just HRIS
Step 5: Proofread Carefully
Before submitting your resume:
1. Read through every section twice
1. Check that all [bracketed] placeholders are replaced
1. Verify phone numbers, email addresses, and dates are correct
1. Run spell check (but don't rely on it exclusively)
1. Ask someone else to review it if possible
1. Ensure all numbers and percentages are accurate
Step 6: Save and Export
For Most Applications:
Save as PDF to preserve formatting:
1. In Microsoft Word: File > Save As > Choose PDF format
1. Name your file professionally: FirstName_LastName_Resume.pdf
If Application Requires .docx:
1. Save in Word format: File > Save As > Choose .docx
1. Use the same naming convention: FirstName_LastName_Resume.docx
Pro Tips for Maximum Impact
Quantify Everything Possible
Numbers prove impact better than descriptions. Include:
1. Number of employees supported or served
1. Number of positions recruited for annually
1. Percentage improvements in processes
1. Dollar amounts managed or saved
1. Number of records maintained or files processed
Tailor for Each Application
Never send the exact same resume to every employer:
1. Read the job description carefully
1. Emphasize skills they specifically mention
1. Reorder your skills to match their priorities
1. Use their exact terminology when describing your experience
Use Action Verbs
Start each bullet with a strong action verb:
1. Streamlined, Coordinated, Managed, Implemented, Improved
1. Developed, Established, Maintained, Processed, Administered
1. Generated, Resolved, Supported, Facilitated, Executed
Keep It Concise
Hiring managers scan resumes quickly:
1. Limit bullets to 1-2 lines each
1. One page for under 5 years experience
1. Two pages maximum for extensive backgrounds
1. Remove outdated or irrelevant positions
Common Questions & Troubleshooting
Q: Can I change the formatting or colors?
A: We don't recommend it. The current formatting is optimized for ATS systems. Changing fonts, colors, or adding design elements may prevent your resume from being parsed correctly.
Q: What if I don't have quantifiable achievements?
A: Estimate conservatively. Count employees you served, meetings you coordinated, or files you maintained. Even rough numbers are better than no numbers.
Q: Should I include all my jobs or just HR-related ones?
A: Include the last 10-15 years of work history. For non-HR roles, emphasize transferable skills like organization, confidentiality, and communication.
Q: Can I use these templates for other HR positions?
A: These are specifically optimized for HR Assistant roles. For other positions (HR Manager, HR Generalist, etc.), you'll need to adjust the content and possibly the structure.
Q: The template is too long/short for my experience.
A: Add or remove job sections as needed. Copy and paste the format for additional positions, or delete sections that don't apply.
Final Checklist Before Submitting
Before you hit send, verify:
1. ☐ All bracketed placeholders are replaced with your information
1. ☐ Contact information is accurate and professional
1. ☐ All numbers, dates, and company names are correct
1. ☐ No spelling or grammar errors exist
1. ☐ Content matches the job description keywords
1. ☐ File is saved with a professional name
1. ☐ Format is PDF (unless .docx is specifically requested)
Good luck with your HR Assistant job search! These templates give you a strong foundation for success.
