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Ephraim Namanya
London E16 
07951982128 
emwenas41@yahoo.co.uk
15/07/2026
Hannah Jones
Focus Resourcing Group
East London (E1)
RE: Application for HR Officer Role
Dear Hannah,
I am writing to express my strong interest in the HR Officer position currently advertised on your website. Please find my CV enclosed for your consideration. 
With over 10 years of experience managing employee welfare and data protection, I am confident in my ability to add immediate value to your team. My background includes working as a trustee/support worker and contributing to the British Red Cross, where I successfully navigated complex areas of recruitment, data protection, and conflict resolution
During my current tenure, my dedicated support through training, onboarding, and inductions has directly impacted our company’s growth. Notably, I have implemented strategies that significantly increased the number of employees applying for full-time roles. Furthermore, I am proud to have supported the expansion of our services from the London Borough of Newham (2020–2022) to neighbouring Barking and Dagenham at the start of 2023.
I am eager to bring this same level of dedication, interpersonal connection, and operational success to Focus Resourcing Group. I look forward to contributing to a positive work culture, deeply understanding your employees' needs, and helping you source the right candidates for the right roles.
Thank you for your time and consideration. I would welcome the opportunity to discuss how my background aligns with your organisation’s goals.
Sincerely,
Ephraim Namanya



	Ephraim Namanya
	Phone: 07951982128

	
	Email: emwenas41@yahoo.co.uk

	
	Address: London, E16 


Professional Summary
A dedicated and detail-oriented professional transitioning into Human Resources, offering a strong background in compliance, workforce coordination, and employee support within the NGO sector. Proven ability to communicate effectively across diverse cultures, coordinate complex services, and maintain strict confidentiality. Passionate about supporting employee training, onboarding, and ensuring alignment with company policies to drive organizational development.

Key Skills
· HR Administration: Recruitment & Selection, Onboarding & Induction, Personnel Records Management
· Compliance & Relations: Employee Relations, Company Policies & Procedures, Confidential Data Management
· Coordination: Interview Scheduling, Training & Development Support, Cross-Functional Collaboration
· Tools & Systems: Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)
· Soft Skills: Time Management, Cultural Competence, Customer Service, Conflict Resolution

 Professional Experience
Support Worker / Trustee
VAD-UK (Charity Organisation) | London | 2019 – 2025
· Policy Compliance: Adhered strictly to organizational policies and procedures to ensure safe, legally compliant, and smooth daily operations.
· Stakeholder Collaboration: Facilitated multi-agency collaboration by working alongside social workers, healthcare providers, and community groups to coordinate service delivery.
· Advocacy & Support: Acted as a dedicated advocate for clients, managing their diverse needs and supporting them in achieving personal and operational goals.
· Team Training: Collaborated closely with team members to identify training needs and complete organizational tasks efficiently.

Senior Practitioner
British Red Cross | London | 2016 – 2019
· Operations Coordination: Served as the service referral coordinator, liaising directly with hospitals and GP surgeries to process referrals and streamline daily service operations.
· Risk & Welfare Management: Managed risk assessment protocols to ensure a safe, compliant environment for clients transitioning from hospital care back into the community.
· Communication: Utilised advanced interpersonal skills to manage relationships between medical staff, families, and internal teams during critical transition periods.

Events and Refugee Support Volunteer
British Red Cross | London | 2015 – 2016

· Assist refugees and asylum seekers by providing support and guidance.
· Support Access to Services: Help refugees access housing, healthcare, education, interpretation, and other essential services.
· Family Reconnection: Assist in family tracing efforts to help refugees reconnect with loved ones.
· Event Volunteer: Participate in fundraising events and community activities to raise awareness and funds for the organisation.


Education & Qualifications

· Level 4 Cert HE Business Skills | University of Wales Trinity Saint David (UWTSD) | 2025 – 2026
· Level 3 Certificate in Health and Social Care | 2017
· A-Levels: Economics, English, Geography, History | Makerere High School.
Reference Available on request.
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Hannah will be your contact throughout the
recnitment process
HR Officer required to support an established Charity, working 40 hours 2 week, Monday - Friday. The final package salary is £40,000with 2 base salary of
£37,000and £3000London weighting.
Thisis a fantastic opportunity for an individual with all-round HRexperience, with natural energy, enthusiasm, and a hands-on attitude, to lead the HRteam. As HR
Officer, youwill have a HR Assistant as a direct report, and together, will engage and support employees and the organisation in all aspects of Human Resources.
Please note there is no hybrid working.
Should the selected candidate be unemployed currentl, the cient may wish t tartthe ndividualon  tempto perm bass.
Duties:
* Support department heads with recruitment and selection
* Ensure a compliant and smooth onboardingand induction process for new starters
* Update and maintain HR recordsensuring correct policies are followed
« Managing employee relation, acting a5 a ointof ontact for staff enduiries, dvising managers on company polices and medising n grievances
= Monitor and support Managers with performance, attendance,sickness records,processleave requests, and assisting with performance reviews
« Maintainandimplement compliance and policies
= Prepare employment contracts andoffer leters
* Input staff payroll, calculate annual leave entitlement, yearly bonuses and salary increases
« Organise and coordinate potential staff training sessions
* Managing employee oits and termination paperwork
* Attend, and assist with events held by the organisation
= Mentor and support the HR Assstant o enable the team towork as productively 2 possible
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