Office Manager
SGS Engineering (UK) Ltd
West Side Park, Belmore Way, Derby DE21
Job details 

Salary 
£25,000- £30,000 a year
Job type 
Full – time 
Permanent 
Full Job Description 
SGS has an exciting opportunity for a HR Assistant to join our expanding team in Derby.
SGS has built its success on providing high quality products including manufacturing and distribution of gas struts, tools, and hydraulic equipment.
As part of the senior team, you will be at the heart of the business dealing with all elements of people management including wellbeing, absence, holiday, and scheduling procedures. You will be dealing with employee queries and supporting the management team with day-to-day people management, ensuring policies and procedures are followed. You will take responsibility for the end-to-end recruitment process, along with completing induction of new starters and existing employees. Health and Safety along with Fire Safety will form part of your remit. There is also an element of payroll within role.
· Do you have a passion for people and engagement?
· Can you build strong relationships at all levels?
If so, then we want to hear from you.
Are you: 
· Experienced in a similar role 
· Have knowledge of employment law 
· Excellent communication skills both written and verbal
· Confident, motivated, and professional
· Computer literate
· Adaptable to prioritize and manage own workflow 
What else you need to know:
· Permanent contract 
· 20 days holiday + 8 bank holidays 
· Day shift 9.00am to 17.00pm
Job Types: Full-time, Permanent
Salary: £25,000.00-£30,000.00 per year
Benefits:
· On- site parking 
Schedule:
· Day shift
COVID-19 considerations:
Sanitizing stations 
Social Distancing of desks
Experience:
· Human Resources: 1 year (preferred)
















CORINA POPESCU
4 ST SWITHINS CLOSE
 DERBY
 DE22 3LF
               Mobile: 07459196204                                    E-mail: corinapopescu997@gmail.com


Personal Profile Statement/Career Objectives 
Proven ability to pick up new processes, technology, and machinery quickly. Demonstrated writing and verbal communication abilities with all levels of associates and management. A dedicated and conscientious worker who easily adjusts to new and fast-paced surroundings. Under severe pressure, consistently fulfils deadlines and effectively completes various assignments and responsibilities. Has outstanding interpersonal, analytical, and organizational abilities. Obtain a position in a growing company that offers prospects for promotion.
Work Experience
February 2017- Present                  AMAZON WAREHOUSE ASSOCIATE 
Adaptable AMAZON Associate with experience in shipping, picking, packing and Vendor Returns, Process Guide and Problem Solve.
· Processing products that are defective or no longer wanted back through our system at a fast-paced rate to ensure targets are met
· Stack and pile finished goods into containers
· Pack them following a specific set of instructions
· Remove completed or defective products or materials, placing them on moving equipment such as conveyors or in specified areas such as loading docks
· Move completed packages for loading
· Load or stuff different products or merchandise
· Operate industrial equipment in a safe and efficient manner

June 2018- February 2019                 	Lead Fulfillment Associate (Level 3)
                                                                            AMAZON Fulfillment 
FLOW Lead managing groups of 40+ associates. Abilities include team working and communication and assisting associates and managers with any problem regarding locations and products, ensuring successful area performance. Communication between departments, responsible for having send the right number of associates for each department to fulfill the designated target.

 HIGHLITGH
· Leadership skills                             
· Experience managing employees 
· Microsoft Office Expert 
· Demonstrated Problem Solving skills 
· Team Player 
· Experienced in production scheduling 
· Knowledge in 5S methodology  
ACOMPLISHMENTS  
· Ensuring successful area performance, through tracking, reporting and feedback of associate performance 
· Daily management of department duties, including assigning job duties, problem solving and communication with internal and external managers
· Ensuring that the daily targets are met both for the department and for associates 
Education 

2021- Present student at University of Wales Trinity Saint David Birmingham 
Level 4 Certificate in Higher Education Skills for the Workplace 
       Relevant modules:
· Effective Team working and Communication 
· Problem Solving and Decision Making 
· Digital Skills and Research Methods 

2012-2016      Highschool        L.T Nicolae Cioranescu (Romania)
Skills 
· A motivated team player 
· Dealing with challenges 
· Can work with minimal supervision
· Excellent communication and relationships builder skills 
· Motivated in a target-driven environment
· Computer skills: Proficient user of Microsoft Word, Excel, and PowerPoint 
· Quick learner
· Advanced speaker of Romanian and English language 
References:
Kieran Weller 
Area Manager, AMAZON Fulfilment EMA1
E-mail: kwwelle@amazon.com
CORINA POPESCU
4 ST SWITHINS CLOSE
 DERBY
 DE22 3LF
               Mobile: 07459196204                                    E-mail: corinapopescu997@gmail.com
March 04, 2022
Office Manager
SGS Engineering (UK) Ltd
West Side Park, Belmore Way, Derby DE21

Dear SGS Engineering, 
As a dexterous and results-focused individual, I am interested in working for SGS Engineering as an Office Manager. My Team Lead experience, coupled with excellent communication and organizational skills makes me a perfect candidate.
At my current job, I'm known for my strong leadership abilities and the accuracy with which I manage my team. With a track record of outstanding communication, I am confident that I will prove to be an asset. The following are some of my most important qualifications in this field:
· Exceptional strength in providing training to newly hired warehouse assistants, managers, and team leads.
· Excellent communication skills both written and verbal
· Confident, motivated, and professional
· Computer literate
· Adaptable to prioritize and manage own workflow 
· managing groups of 40+ associates
I am in my first year of getting my Level 4 Certificate in Higher Education Skills for the Workplace in which I gained more insight on how to approach and lead people. After I receive my Certificate in Higher Education, I will continue my studies for a BA in Leadership and Management to have the possibility to learn to improve myself and to build a future out of it. An opportunity to be an Office Manager will help me to pave my future. 
The attached resume provides a wider and more profound view of my skills, competencies, and accomplishments in this regard.  I look forward of discussing the terms of this position with you in a face-to-face meeting soon.
Thank you for your time and consideration.
Sincerely,
Corina Popescu 
