Human Resources (HR) Team Assistant
Location Birmingham
As a Team Assistant within the HR (Human Resource) department you will provide support to senior managers and their teams within Human Resources. Your role will include preparing documents for internal and external meetings or committees, time management of senior management and correspondence, as well as supporting key initiatives through proactive organisational and coordination skills.
What we’ll offer you
A healthy, engaged and well-supported workforce are better equipped to do their best work and, more importantly, enjoy their lives inside and outside the workplace. That’s why we are committed to providing an environment with your development and wellbeing at its centre.
You can expect:
· Competitive salary and non-contributory pension
· 30 days’ holiday plus bank holidays, with the option to purchase additional days
· Life Assurance and Private Healthcare for you and your family
· A range of flexible benefits including Retail Discounts, a Bike4Work scheme and Gym benefits
· The opportunity to support a wide ranging CSR programme + 2 days’ volunteering leave per year
Your key responsibilities
· Co-ordinating complex calendars and schedules to ensure effective time management and prioritisation of engagements
· Facilitating travel plans with minimum disruption, including planning and booking detailed travel itineraries (flights, hotels and visas etc.), organising travel meetings and ensuring reimbursement of travel expenses in line with policy
· Owning the setup of meetings across multiple time zones/booking rooms, organising passes and coordinating catering so that events run without disruption
· Preparing materials for internal and external mandates, e.g. presentations, spreadsheets, management reports, agendas to a professional standard
· Supporting managers with onboarding and offboarding process for HR joiners and leavers to the team, including email communications, IT set up, drive access, advising on asset collection and return
Your skills and experience
· Previous administrative experience in a similar role
· Excellent oral and written communication skills, demonstrating a passion for quality and attention to detail
· Ability to handle confidential information with the utmost discretion
· Good organisational skills and the ability to prioritise work flow, demonstrating flexibility when handling multiple tasks
· Demonstrable ability to work well under pressure in a fast-paced environment
How we’ll support you
· Training and development to help you excel in your career in financial services
· Flexible working arrangements to assist you balance your personal priorities
· Coaching and support from experts in your team and a culture of continuous learning to aid progression
· Actively encouraged to partake in CSR Initiatives and committees such as DB Enable & DB Pride
· You will be challenged to learn and grow as part of a large team with diverse backgrounds and skillsets



Ruxandra Simona Apostol
07487684774
Ruxandra.apostol@yahoo.com


Personal Statement

 
A confident and highly organized administrative professional with experience in a busy office, rapidly assimilating and learning processes applicable, consistently impressing employers. Meticulous in every aspect of the job, diligent and enthusiastic, with high customer service skills, I am able to exceed customer’s expectations.

An exceptionally professional and accomplished assistant, with an impressive range of secretarial and office management skills. Possessing the necessary secretarial and clerical skills, I look to improve operations within the office. Acting as the first point of contact in person, by email or on the telephone, I bring my friendly and helpful behaviour, being able to build rapport and going the extra mile to assist all colleagues and customers whom I support. I consider that my strengths are: I am a good learner, I am resilient and catalyst.

Excellent command in Romanian and English language.


Key Skills


· Secretarial skills
· Customer service skills
· Time management and prioritisation
· Phone, emails and face to face communications
· Meet & Greet/Hospitality
· Confidentiality, Discretion, Diplomacy
· Fluent in Romanian and English (reading, writing, speaking)
· Meticulous
· Effective decision making 
· Delivering at pace
· Transferable skills
· Active listening
· Interpersonal skills
· Computer skills
· Driving license B

Employment History



Delivery Driver (Uber Eats – Birmingham)
January 2020-September 2020

Responsibilities

After receiving a request for a food delivery order, I needed to pick up the food from the mentioned restaurant in the app. Then deliver it to customers carefully, providing excellent customer service. I had a 95% customer satisfaction 5-star rate on the app. I demonstrated good time management and goal-oriented skills.

Sales Assistant (Flagship Retail – Miami, Florida)
August 2015-March 2016

Responsibilities

Working for this fast-paced, dynamic, and guest-oriented company was a challenge in my career, which I succeeded in. I ensured a high level of customer satisfaction through excellent customer service skills. I ascertained customer needs and displayed items that matched customer needs. I followed all companies’ policies and procedures. I showed good communication skills, I managed to build rapport with every guest and I refined my details oriented behaviour. I was a reliable and trustworthy colleague, I was empathetic, a good listener, learner and hard working. 


Coffee shop manager (Tu Café – Bucharest, Romania)
May 2014-July 2015

Responsibilities

Working as a coffee shop manager was a boost in my career path and I developed my leadership skills. One of my responsibilities was to organise the daily operations, which I dealt with successfully. I managed to motivate my staff to provide excellent customer service and I even organized training which was very helpful in delivering the customer satisfaction we were expected to and going the extra mile to obtain it. I scheduled shifts for baristas and wait staff and I used the resources efficiently and effectively, so the team was always content and showed great customer service. I was a good listener for my team and I have noticed remarkable results in delivering customer satisfaction. I was responsible for hiring and onboarding new staff, looking to improve in the areas where the business needed to. I monitored daily expenses and revenues and I was ordering supplies like coffee, milk and snacks, as needed. I focussed on boosting customer engagement and on business profitability, searching for new ways to attract customers to the coffee shop. I had friendly relationships with customers to increase loyalty and boost reputation.



Crew and scheduling planner (Ten Airways – Bucharest, Romania)
April 2014-June 2014

Responsibilities
[bookmark: _Hlk70687495]
Working as a crew and scheduling planner taught me how to deliver in a fast-paced environment when changing and improving were part of the daily actions I was supposed to take. I planned the crew member to flights, compiled duty schedules and keeping updated records of crew members flying time for scheduled flights. I managed to select replacements from the reserve list and notifying replacements when needed. I showed effective decision-making in peak times and working together as a team. By calculating cumulative flight times for the crewmember, I was adhering to the company policies and procedures and displayed good numeracy skills and analytical thinking.

Personal assistant (Gus and Max Logistics – Bucharest, Romania)
February 2013-February 2014

Responsibilities

As a personal assistant, I worked closely with the manager to provide administrative support. Working alongside the manager, I proved to be invaluable to support with the day-to-day running of the business with administrative and secretarial support. I acted as the first point of contact dealing with correspondence and phone calls. My other responsibilities were ranging from project managing, organizing dairies, taking notes, and scheduling meetings to setting up conferences and training and assisting with travel trips, liaising with staff, suppliers and customers. I developed new skills on the job, like note-taking and daily and time management. I also learned how to deal smoothly with customer complaints and to give resolutions in a timely manner.

Sales assistant (Harding Brothers – Bristol, UK)
April 2012-November 2012

Responsibilities

This was my first contact with customer service and I learned how to deliver excellent customer satisfaction. I ensured a high level of customer satisfaction through excellent customer service skills. I ascertained customer needs and displayed items that matched customer needs. I followed all companies’ policies and procedures. I showed good communication skills, I managed to build rapport with every guest and I refined my details oriented behaviour. I was a reliable and trustworthy team colleague, I was empathetic, a good listener, and hard-working. I focussed on every sale, so that targets were met on a weekly basis.







Crew and scheduling planner (Blue Air – Bucharest, Romania)
April 2009-January 2012

Responsibilities

Working as a crew and scheduling planner gave me an insight into how to deliver in a fast-paced environment when changing and improving were part of the daily actions I was supposed to take. I planned the crew member to flights, compiled duty schedules and keeping updated records of crewmembers flying time for scheduled flights. I managed to select replacements from the reserve list and notifying replacements when needed. I showed effective decision-making in peak times and working together as a team. By calculating cumulative flight times for the crewmember, I was adhering to the company policies and procedures and displayed good numeracy skills and analytical thinking.



Administrative assistant (Petrom – Bucharest, Romania)
July 2008-February 2009

Responsibilities

I was very fond of this job and my colleagues, because this was my first contact with a job in my life. Most of my responsibilities as an administrative assistant are connected with the documentation the organisation produced as part of the daily activities. I was responsible for creating and editing documents, data entry, filling and archiving legal documents, records and reports (I was part of the legal department) and ensuring that all the administrative procedures and formalities were completed correctly and on time. I had to deal with tight deadlines and this helped me improve my time management and organisational skills.


Education


· Certificate in Higher Education Skills for the Workplace (University of Wales Trinity Saint David – January 2021 to January 2022)
· Diploma in Customer Service Skills Course Qualification (Birmingham Metropolitan College - April 2021) 
· Diploma in Sector Gateway-Employability Skills (Birmingham Metropolitan College - April 2021)
· Cambridge Certificate in Advanced English



Hobbies & Interests


I am interested in constantly developing my skills and learning new things every day. I enjoy spending time with my family and in nature, I like reading books, improving my personal development and looking to get new qualifications in new fields of activities to get out of my comfort zones and to enrich my knowledge as much as possible. I go over and beyond to help people, friends or strangers, whenever I have the chance.


References


References are available upon request.



Dear Sir/Madam,

I have recently seen your advert looking for a Human Resources Assistant within your company on indeed.co.uk and I would be very interested in applying for this role.

I have a good background as an administrative assistant and I think the company would benefit from my enriched skills during my Course at University of Wales Trinity Saint David, which I successfully graduated. I have great communication skills, I am good at listening and problem solving skills. 

I am very organised and thorough and I pay great attention to details and feel that I would do an excellent job at the paperwork. I am a self motivated individual who works well in a team, or when it is needed by myself.

My experience as a crew and scheduling assistant learnt me how to respond in a rapidly changing environment and also became more resilient. As an administrative assistant, I communicated excellently with all my colleagues and I proposed some new ideas for the database the company was creating at that time.

I have enclosed a copy of my CV which details my experiences, if you have any questions, please do not hesitate to contact me.

I am looking forward to hearing from you.

Kind regards,
Ruxandra Apostol


