


Mock Interview

· Job Advertisement.
Job Title: HR Administrator
Location: Hammersmith, London
Role Overview: The HR Administrator covers generalist HR, recruitment and payroll support. This role requires someone with excellent communication, administrative and organisational skills, along with a good understanding of HR best practices and procedures.
Key Responsibilities:
Generalist HR Administration:
· Manage the new starters and leavers processes; onboarding, organising new starter’s first day, HR inductions, obtaining references, coordinating probations reviews, leaver processes including exit interviews
· Maintain and update employee records and HRIS, ensuring accuracy and confidentiality
· Complete a variety of employment letters (e.g. contracts, references, promotions, salary reviews etc.)
· Manage the HR inbox and respond to employee queries
· Assist with audits and prepare reports and information as and when required
· Support with the administration of monthly outsourced payroll activities
· Support administration of company benefit’s
· Review and suggest improvements for all admin processes and ways of working on an on-going basis
· Assist the HR Advisor, Head of HR and HRD with any project related work
· Support development and creation of policies / guidelines according to changes in UK Employment Legislation or company processes
· Support employee engagement initiatives, organising training sessions and company events
· Provide general administrative support to the wider team and business as required
Recruitment:
· Support managers with creating job descriptions (where required) and be responsible for the editing & formatting job descriptions
· Ensure job adverts are posted correctly
· Assist hiring managers with candidate shortlisting and interview coordination
· Support recruitment for the university work placement programme
Requirements:
· 1-2 years’ experience in an HR administrative role or similar
· Ideally, CIPD qualified or actively working towards it
· Strong organisation, written and verbal communication and numerical skills
· Excellent attention to detail and reliability
· Able to work independently as well as within a team
· High level of discretion and confidentiality
· An understanding of the basic HR principles with a passion to develop
· Good IT skills ((Excel - preferably at advanced level, Word, PowerPoint)
· Good time-management skills, proactive approach, ability to multitask and meet deadlines.












· Applicant Document.
1. CV
Dignora Estephany Espinal Angomas ID: 2441693
Coldharbour Lane, London, SW9 8LE | 07365857785 | dignoraespinal202@gmail.com
20/03/2029
Hiring Manager
Human Resources Administrator
Victoria Beckham
Hammersmith, England, United Kingdom
Dear Hiring Manager:
As an extensively skilled and experienced professional, I want to display my job interest for the vacant role of HR Administrator open with your company. I have a degree in Leadership a Management and in process to obtain CIPD certificate, knowledge in manager staffs such as starters and leavers process, I have experience posting jobs advertisement, conduct Interview for job applicants, provide an offer letter to the selected candidates, brief the new hires about the company's policies and procedures, and resolve conflicts among employees.

I am able to excel at performing above tasks with my strong & effective communication skills along with the comprehensive knowledge of business operations. I available to provide general administrative and payroll assistant support to the team maintaining my responsibilities and been sure that the information that I am using are being confidential and only share with the correspondence team to be used. I hope my credentials will render me as an ideal candidate to propel the ongoing success of the organization by stimulating the satisfaction level of its employees.
Thank you for overlooking my job application. I am pleased to attach my resume to present added information on my academic background. It would be an honour for me to supplement more knowledge of my skills.

Sincerely,
Dignora Espinal

Address: Coldharbour Lane, London, SW9 8LE
                                             Tel.: 07365857785
Email: dignoraespinal202@gmail.com
Summary
A responsible, calm and respectful person, recent graduate with a foundation in Leadership and Management with a strong interest in HR processes, including recruitment, onboarding, and employee relations. Proficient in Microsoft Office Suite and database management, with proven ability to priorities tasks and work collaboratively in fast-paced environments.

Skills
· Effective Communication.
· Time Management.
· Organizational Skills.
· Task Priority and Decision-Making Skill.
· Adaptability and Multitask Skill.
· Critical Thinking and Conflict Resolution.
· IT and Microsoft Tools Skills (Excell, Work, PowerPoint…)
· Attend to Details.
· Project Management.
· Team Building and Individual Work Skills.
· Resilience.
· Business Ethic and Cooperate Social Responsibility.

Education
· Liceo de Sabana Alta (Dominican Republic)
· General Bachelorette (2017-2018) 
· Southwark College
· English for Speaker of Other Languages – Level 3 (2019-2022) 
· University of Wales Trinity Saint David
· Certificate in Business Skills in the Workplace (2025-2026)
· Degree in Leadership and Management (2026-2029) 


Career
· Green Zone Cleaner and Support Services
· Operative Cleaner (2019-2021)
In this position I learn skills suck a time management, organization, teamwork and communication that was important for this position, also I developed learning in following safety protocols and the basic abilities to this type of job such as mopping, vacuum, remove dusting and swapping.
· Cleaner Supervisor (2021-2025)
the key responsibilities of this positions was  Oversee daily cleaning operations to ensure all office areas meet hygiene and presentation standards, Supervise and support cleaning staff, including scheduling shifts, allocating tasks, and monitoring performance, Conduct regular inspections to ensure work is completed to agreed quality and health & safety standards, Order and manage cleaning supplies and equipment, ensuring stock levels are maintained, Train new team members on cleaning procedures, use of equipment, and safety protocols, Liaise with office management to address special cleaning requests, communicate with the clients,  events, or urgent issues, Ensure compliance with workplace health, safety, and COSHH (Control of Substances Hazardous to Health) regulations. Also, I was responsible to report Payroll department and follow accounting process to report how a use the money that request to company for new materials or pay external help.
Language
· Spanish (Native)


2. Cover Letter 
             DIGNORA ESTEPHANY ESPINAL ANGOMAS
Coldharbour Lane, London, SW9 8LE.
dignoraespinal202@gmail.com

Hiring Manager
VICTORIA BECKHAM
HAMMESMITH, ENGLAND, UK

Dear Hiring Managers
I wish to apply for the role of Human Recourses Administration, currently being advertised on Linked. Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have over 7 years’ experience in the Services industry, and I believe that the skills and knowledges that I acquired during this time make me the right/perfect candidate for the role.
In my previous role as a Supervisor at GreenZone Cleaner and Support Services, I have been responsible for manager the staffs, communicate with the client, create teams to do the tasks, make impaction to make sure that the staff are doing their job correctly or if there are any changes can be implement, work with Payroll and HR Departments to report the changes that can be occur in the paylist or for hiring or dismiss someone, manager the time tables and task and organize then prioritising the important first and the others make sure to do then during a certainty period of time.
All of this, coupled with my enthusiasm and dedication, IT Skills, Management Skills and organizational skills, has helped me to be the perfect candidate to be select for this job. 
I am confident that I can bring this level of success with me to your organisation and help you company to build upon their reputation as First Class Brand in the Fashion Industry, with my previous experience and expertise, I believe my contribution will have an impact in the company and will be appreciate by my colleagues. 
Thank you for overlooking my job application. I am pleased to attach my resume to present added information on my academic background. It would be an honour for me to supplement more knowledge of my skills.

Yours sincerely
Dignora Espinal
3. 
 Interview Questions-Job Interview

1. Could you tell me something about your background and relevant experience?
2.  What skills or experience do you have that will help you succeed in this role?
3. What are your strengths and weaknesses?
4. Could you tell me about a problem that occurred at work and how you dealt with it?
5. Are there any questions you would like to ask me?
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