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Peter M. Doe
 456 Main street 
Houston, TX 10100 
857-345-9934 petdoe09@gmail.com 


January 3, 2021
Michael James
Human resource 
Fortune 1000
8435 Downtown St
Houston, TX, 10100
Dr. Mr. Michael
I’m writing to apply for the position of Human Recourses Director in the field of retailing at a Fortune 1000 company, as advertised on the city’s Job search webpage. I have attached my resume and hope for your consideration.
I am confident that I can offer exemplary services to your company. I have worked in the field for 3 years and 6 months so I am quite well trained in the field and I believe my services will be exemplary. I worked at Fortune 500 company as a Human Resource Director for three years, and part-time six months in a marketing agency; I have gained the relevant skills in the field and have mastered the job. I had to leave my job since I moved here.
I am grateful for your time and consideration. I will be in touch in the following week to get your feedback as I offer any other information about my skills and profession in the specified field. My contact information is 857-345-9934, and you can email me also at petdoe09@gmail.com.
Best regards
Peter Doe.








456 Main street 
Houston, TX 10100 
857-345-9934 petdoe09@gmail.com 

Objective: To obtain the Human Resources Director position in the retailing sector at Fortune 1000
 
Professional Licenses 
Licensed Human Resources Director by the Chicago Licensing Agency, 2016: # 657009543 
 
 
Education 
Chicago Professional Institute, Chicago, FL 73902, January 4, 2012 – December 20, 2015
 
James Woods High school, Langley, FL, June 1, 2011, General Studies and Human Resource Management
 
Work Experience 
Fortune 500, Chicago, FL 37892: January 3, 2016 – December 20 2019 
 	Human Resources Director
· Plan, direct, and coordinate the administrative functions. 
· Oversee recruiting, interviewing, and hiring new staff
· Consult with top executives on strategic planning 
· Serve as a link between an organization’s management and its employees. 
· Handle employee relations, payroll, and training. 
 
Harbor Marketing Agency, Chicago, FL 47905: August 1, 2019 – January 29, 2020
 	Digital Advertising Intern 
· Building client landing pages and funnels
· Copywriting for client accounts 
· Technical support as needed
 
 
Other Experiences 
Volunteer at Chicago Homeless Shelter – collect, prepare, and organize charity events at the Chicago Homeless Shelter.
 
Summary of Qualifications Bilingual: English and French 
Experience in working with employees under high-stress situations 
The will to learn as can be seen in the short term course at Chicago Professional Institute
Organize and maintain records and good relations between employees and management. 
Making sure that there is a good communication chain between the organization
Handling Interviews and performing quality checks for the interviewees 
Handling paychecks  
Training a successful job applicant
References 
 
Jacob Simmons, Human Resource, Fortune 500 Downtown 7459 Ave St. 
Chicago, FL 94379 
493-784-8389 
 
Steve Murphy, Manager, 
Harbor Marketing Agency
Uptown Ave St
Chicago, FL 47905
4039-850-5480 
 
