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1. [bookmark: _Toc234195236]AI Acknowledgement
I acknowledge the use of Grammarly (https://www.grammarly.com/) to check my work using the prompt(s): 
Please check the following text for readability, grammar and syntax.
I confirm that I have not presented any AI generated text as my own work. I confirm I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence.















2. [bookmark: _Toc234195237]Job Description – Human Resources Assistant
Job Title: Human Resources Assistant
Job Type: Full-time, Permanent (40 hours per week)
Location: University Hospital of Wales, Cardiff, Wales, United Kingdom
Salary: £30,000 – £34,000 per annum, depending on experience and qualifications.
[bookmark: _Toc234195238]Job Summary
The Human Resources Assistant provides administrative and operational support to the Human Resources (People Services) team. The post holder will assist with recruitment, onboarding, employee records, and HR processes while ensuring compliance with NHS policies, employment legislation, and confidentiality requirements.
[bookmark: _Toc234195239]Key Responsibilities
· Support recruitment and selection activities, including advertising vacancies, scheduling interviews, and preparing employment contracts.
· Maintain accurate employee records and update HR databases.
· Assist with onboarding and induction for new employees.
· Respond to routine HR enquiries from managers and staff.
· Support employee relations processes, including attendance, disciplinary, grievance, and performance procedures.
· Prepare HR reports, letters, and other documentation.
· Coordinate staff training and development activities.
· Ensure compliance with NHS policies, UK employment law, GDPR, and equality and diversity standards.
· Work closely with managers and other departments to provide high-quality HR support.
· Perform general administrative duties such as filing, data entry, scheduling meetings, and managing confidential information.
[bookmark: _Toc234195240]Essential Qualifications and Skills any specifi 
· Degree or diploma in Human Resources, Business Administration, or a related field.
· Excellent communication and interpersonal skills.
· Strong organisational and time management abilities.
· Proficiency in Microsoft Office (Word, Excel, Outlook, and Teams).
· Ability to maintain confidentiality and handle sensitive information.
· Strong attention to detail and problem-solving skills.
· Ability to work independently and as part of a team.
[bookmark: _Toc234195241]Desirable
· Previous experience in a Human Resources or administrative role.
· Knowledge of UK employment legislation.
· Familiarity with NHS values and policies.
[bookmark: _Toc234195242]Personal Attributes
· Professional and trustworthy.
· Friendly and approachable.
· Well-organised and proactive.
· Flexible and adaptable.
· Committed to equality, diversity, and inclusion.
· Able to work under pressure and meet deadlines.


3. [bookmark: _Toc234195243]COVER LETTER

Daniela Estefanía Maldonado Ruiz	
Apartment 10, Bay Chambers, West Bute Street, Cardiff, CF10 5EU
07453 405382
danifaniam@gmail.com
Dear Hiring Manager,
Having developed strong retail and customer service skills, I am now ready to progress into a Deputy Manager role where I can support my team, drive sales, and deliver an outstanding customer experience.
I have several years of experience working in retail and customer service. I am currently working as a Sales Assistant at Bershka, where I help customers, work on the shop floor, process payments, organise stock, and make sure the store looks clean and well presented. I enjoy working in a busy environment and being part of a team.
I would like to take the next step in my career and become a Deputy Manager. I am a responsible, reliable, and hard-working person who enjoys learning new things. I like helping my colleagues, solving problems, and making sure customers have a good shopping experience. I am ready to take on more responsibility and continue developing my skills.
I am currently studying Employability Skills at the University of Wales Trinity Saint David. I am available to work full-time (40 hours per week), including weekends, evenings, and overtime if needed.
I am fluent in Spanish and have a good level of English (C2). I am passionate about fashion and customer service, and I would be very happy to join the MANGO team.
Thank you for taking the time to read my application. I hope to have the opportunity to discuss my application with you.
Yours faithfully,
Daniela Estefanía Maldonado Ruiz

















4. [bookmark: _Toc234195244]CV 


DANIELA ESTEFANIA MALDONADO RUIZ
Apartment 10, Bay Chambers, West Bute Street, Cardiff, CF10 5EU
07453405382 | danifaniam@gmail.com

[bookmark: _Toc234195245]CAREER PROFILE
Motivated retail professional with several years' experience delivering excellent customer service in fast-paced fashion environments. Experienced in supporting sales targets, maintaining high visual merchandising standards, supporting colleagues, and creating positive customer experiences. Looking to progress into a Deputy Manager role where I can contribute my leadership, organisation, and problem-solving skills while continuing to develop within a successful retail business. 

Key Skills
· Customer Service 
· Team Leadership 
· Visual Merchandising 
· Cash Handling 
· Stock Control 
· KPI Awareness 
· Store Operations 
· Time Management 
· Conflict Resolution 



[bookmark: _Toc234195246]EDUCATION
January 2025 – Present
Employability Skills (CertHE)
University of Wales Trinity Saint David
· Developing essential employability skills including communication, teamwork, and problem-solving to enhance career prospects.
2017 – 2021
English Course
Cardiff and Vale College, Cardiff
· Improved English proficiency to enhance communication skills in professional environments.

2016
Social Communication and Journalism
Universidad Católica Santa Rosa, Caracas, Venezuela
· Developed strong written and verbal communication skills, with an emphasis on media and public relations.
2015
English Course
Pro Idiomas, Caracas, Venezuela
· Strengthened English language skills with a focus on grammar, writing, and conversational fluency.
2003 – 2015
Secondary School Education
School Nuestra Señora de la Consolación, Caracas, Venezuela
· Completed secondary education with a focus on humanities and social sciences.
2003 – 2007
English Course
CVA (American – Venezuelan Centre), Caracas, Venezuela
· Gained fundamental English language skills in reading, writing, and speaking.

[bookmark: _Toc234195247]WORK HISTORY
September 2022 – Present
Sales Assistant
Bershka, Cardiff
· Consistently delivered excellent customer service while contributing to the achievement of daily sales targets. 
· Processed cash and card transactions accurately and efficiently. 
· Maintained high visual merchandising standards and ensured the shop floor was well presented. 
· Supported stock management by receiving deliveries, replenishing stock and maintaining inventory accuracy. 
· Assisted with opening and closing procedures. 
· Helped resolve customer enquiries and complaints professionally. 
· Worked collaboratively with the team to achieve daily and weekly sales targets. 
· Supported new colleagues during their induction.
April 2021 – September 2022
Hygiene Operative (Cleaner)
Atalian Servest
· Cleaned floors, furniture, and windows, including sweeping, mopping, and dusting.
· Emptied rubbish bins and disposed of waste efficiently.
· Replenished materials such as toilet paper and napkins.
· Maintained cleaning equipment and ensured all offices were sanitized every three hours.
October 2019 – March 2020
Volunteer
La Bambam, Newport
· Assisted in a bar/nightclub environment, maintaining cleanliness and hygiene.
· Replenished stock and ensured the bar area was organized.
· Performed deep cleaning tasks, sanitizing all surfaces and floors.
July – September 2019
Volunteer
Scope Charity Shop, Cardiff
· Provided excellent customer service in a retail environment.
· Replenished stock according to customer demand.
· Labeled and priced items, handled cash transactions, and sorted donated goods.
January – October 2016
Barista
Miga’s Café, Caracas, Venezuela
· Brewed coffee and tea, prepared sandwiches, pastries, and hot entrees.
· Managed cash and card transactions at the register.
· Provided excellent customer service and maintained cleanliness in the café.
July 2015 – January 2016
Sales Assistant
EPK, Caracas, Venezuela
· Greeted customers and assisted with product selection based on their needs.
· Recommended merchandise, provided styling advice, and enhanced customer engagement.
· Maintained store organization by stocking shelves, labeling items, and preparing the sales floor.
· Handled cash and card transactions efficiently, prioritizing customer satisfaction.

[bookmark: _Toc234195248]SKILLS
· Languages: Fluent Spanish speaker with advanced English proficiency (C2).
· Customer Service: Strong ability to engage with customers and provide excellent service.
· Communication: Excellent interpersonal and verbal skills.
· Adaptability: Able to quickly adjust to new environments and job roles.
· Problem-Solving: Capable of thinking quickly and providing effective solutions.
· IT Proficiency: Computer literate with experience using Microsoft Office and other relevant software.
· Attention to Detail: Highly observant and meticulous in maintaining work areas and organization.
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