[First name] [Last name]
Mustertraße 7
9000 Musterstadt (Germany)
Mobile

+ 49 (0) 123 456 789 
Email

[firstname].[lastname]@mail.de

Birthday
25/10/1986
Nationality
German

Professional Experience
04/2010 – 10/2010
[Company Name], [City] ([Country])



Department: Human Resources 




Internship

· Responsible for entire Global Intern process (recruitment, coordination, induction, first point of contact for interns regarding HR related topics)

· Executive assistance for first roll-out, communication and follow-up of group wide online employee satisfaction survey “Opinion Barometer”

· Project manager for updates and news publication on company's intranet and core developmental processes

· Project manager of recruitment project of Audi India (Division of VWGSIPL) including successful go-live of recruitment website and pulishing of recruitment advertisment in India wide newspaper

· Support in implementation of career development process / talent pool
· Operational HR work related to internal and external clients

10/2009 – 04/2010
[Company Name], [City] ([Country])

Department: Executive Management Development / Center of Competence for Performance and Potential Management and Global Diversity Office

Internship

· Conceptual support for Leadership Evaluation and Development, including conceptual ellaboration for management assessment center
· Support in evaluating internal case studies for management assessment center

· Responsible for internal communication of the process (in process specific trainings, on the company´s intranet)

· Support in documenting the performance appraisal process of management level 1 (below CEO)

04/2008 – 10/2008
[Copmany Name], [City] ([Country])




Department: Customer Management and Service



Student assistance

· First point of contact for customers on the company´s hotline
· Responsible for the traffic news

04/2008 – 10/2008
[Company Name], [City] ([Country])




Department: VIP Customer Service and Catering




Student assistance 

· Support for the coordination of service and catering for VIP customers

04/2003 – 10/2006
[Company Name], [City] ([Country])



Department: Sales, Customer Management and Service
Student assistance 

· Executive assistance in commercial activities such as sales, distribution and order maintenance
· Inventory and administrative activities

· Complaint handling and resolving

· Training of new employees 

Academic Career 
10/2006 – 07/2012
[University Name], [City] ([Country])
(Presumable)

Economics and Management Studies (B.Sc.)




Focus on Process and Technology Management
10/2008 – 08/2009
[University Name], [City] ([Country])



Exchange year in the framework of the Erasmus scholarship

Focus on International Human Resources Management, Organizational Behavior, Total Quality Management, Supply Chain Management




Grade point average: A
09/2004 – 07/2007
[High School Name] (Wirtschaftsgymnasium), [City] ([Country])

Higher education entrance qualification, emphasis on Business Administration and Economics
Extra Curricular Activities 

10/2008 – 04/2011
S.T.E.P.S. (Student Tutor for exchange program students), first point of contact for exchange students,

EUF (Erasmus and Friends) club member, responsible for inter cultural understanding at the university 

04/2008 – 09/2008
Empirical sustainability study on new mobility concept of pilot car sharing project ([Project Name]) in cooperation with [University Name] and [Company Name]
05/2009
Organizational support of annual general meeting of Erasmus Student Network (ESN) in Istanbul, Turkey

10/2001 – 08/2003
Class representative and mediator at school

Supervision of debates between teaching staff and pupils, training of junior mediators
Skills
EDP
MS Office: Word, PowerPoint, Outlook and Excel (Internship: “Using Excel as business intelligence, report and optimization tool”), Lotus Notes, Lexware, SQL databases, R, Java and Microsoft VBA (visual basic for applications)

Languages
German: 
Mother Tongue

English: 
Proficient User, Cambridge Bus. English Higher Certificate CEF C1


French: 
Advanced User

Spanish:
Advanced User, passed high school oral exams with excellence


Turkish: 
Basic User

Personal Interests

Winter sports (former instructor of Snowboarding and Alpine Skiing)
Traveling (in particular Asia and Middle East)

Global politics, economics, different cultures and languages
References
Upon request
[Signature]
[City], 01/04/2012
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