
HR Administrator Required
Hours - 8am-5pm Monday to Thursday and 8am-2pm Friday
Permanent position
APPLY NOW!
We are currenlty recruritning for HR Administrator to join one of our clients on permanent basis. The position is based at Coventry but with the need to travel to Kettering 1 or 2 days a week depending on business needs.
Hours:
8am-5pm Monday to Thursday and 8am-2pm Friday
Pay:
24k-26k per annum
Duties:
· To be the first point of contact for all HR related queries.
· Administration of all HR documentation, such as offer letters, contracts of employment and leavers.
· Manage database and utilise system enhancements.
· Assist with the recruitment process i.e. liaise with recruitment agencies, set up interviews and issue relevant correspondence.
· Coordinate new employee inductions
· Payroll administration
· Administering absenteeism and absence management system
· Assist with the coordination/collation of documents for internal/external audits.
· Administering and co-ordinating the health and safety management system
· Administering/advising and supporting disciplinary events
· Internal training of shop floor supervision in "Return to Work" interviews ensuring that Company Policy is adhered to and applied consistently across all areas.
· Maintenance of all hourly paid records.
· Organising and administering staff association meetings
· Lead employee engagement at the site
· Communicating Company information via appropriate channel
· Co-ordinating first aid arrangements, systems and accident reporting
· Undertaking miscellaneous duties as required by the company in support of personnel requirements e.g. uniforms, lockers etc.
· Arrange/book training courses as required.
· Action health & safety checks i.e. flu, eye checks, hearing tests, ISO cyanite tests/monitoring.
· Liaise with Peninsula
Skills and Experience
· Strong administration skills
· IT literate in MS applications including Word, Excel and Powerpoint
· Excellent interpersonal and customer-facing skills
· Ability to work on own initiative and without supervision
· Able to work accurately, with attention to detail
· Ability to communicate with people at all levels, confidently and appropriately
· Experience of dealing with disciplinarians and grievances
· Good understanding of Employment Law
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Mircea Ilie
+44 7859 896933
Iliemircea004@gmail.com
English  / Romanian
01.12.2000
Male
In possession of driving license category B
New job: Warehouse operatives 
Company: Syncreon technologies 
Worked with Industria personnel agency 
Current job from 10/2020 – 02/2022
· This job involves working with online orders from the Apple store, picking and packing returns and shipping orders.
·  it required being IT literate.
· [bookmark: _Int_QNdy1a8J] in the warehouse I would work with different nationalities and diverse groups of people.
· [bookmark: _Int_shNsLFX4] I advanced to a trainer this enabled me every term to handle many people and train them in different departments I would organize them and give them a proper induction of the warehouse.
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Company
Position
July 2019     
Warehouse Operations Agent
Staffing Match.  
Temping at Harveys & Bensons.
14th March 2019 -  19th July 2019
Duties where to scan all items for customers orders. 
Checking the right order went out with he right invoice. The orders were checked using the warehouse hand gun. I would work with a team of people loading the correct items onto the correct delivery trucks. 
I was also translating for non english speaking staff in meetings with managers.  Computer skills used
Windows. Office 365,  Word, Excel, Power Point
Apple. Pages, Numbers
Working a 60 hour week.


House Keeping
Intercontinental Hotel in Romania
June 2018 - August 2018
Housekeeper Responsibilities. Include: Performing a variety of cleaning activities such as sweeping, mopping, dusting and polishing. Ensuring all rooms are cared for and inspected according to standards. Protecting equipment and making sure there are no inadequacies.


Call Centre	 06/2018- 06-2019
Answering calls by building report with the customers.  Confirming T&C before customer agreeing to make  payments over the phone 






My qualifications          

Barr’s Hill secondary school 
September 2012 -  July 2017 
English  	A
English Writing	B
English literature     	B
Maths	C
Physical Education 	B
Science	C
Geography	A
Religion	C

January 2021-2022 Full time CERTIFICATE OF HIGHER EDUCATION SKILLS FOR THE WORKPLACE – BIRMINGHAM











Cover letter 
[bookmark: _Int_DPW0X4nq][bookmark: _Int_rxq0Ots0]Please accept this cover letter expressing my interest in the HR Administrator position, I am a highly motivated and progress-focused personality with a long-standing background in the industry of Human Resources. With over 3 of experience and record of accomplishment, initiative, and dependability. I have devised strategic initiatives that will provide and prove valuable to your company.

Through the course of my career, I have taken the time to perfect my imperfections within my work range such as my decision making and dedication to build the perfect match for any given task. Im also very flexible with time which mean you can count on me for any over time and can guarantee that you will not regret giving me this opportunity.

[bookmark: _Int_gysrtCox] I believe in excellence and have always dedicate myself, my talent and time into my outstanding abilities to assure the success of and company accomplishing the absolute best of any target or trail.
I can assure you any challenge will not shock me, and I believe that I’m very able to handle daily task with precision and professionalism.

[bookmark: _Int_FbwnRc1r][bookmark: _Int_eRtviYIw]I look forward to hearing from you soon, and hopefully to schedule an interview in which I hope to learn more about your company and to be able to share more my passion and thoughts about this role and how I am able to contribute to it sky braking success for further information please contact me on 07879984789 or my email address. 


