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 1.Cover Letter    
                                                                                                                                             Sara Rivero Castillo
                                                                                                                       Cardiff, Wales, United Kingdom
                                                                                                                                    saraabirivecas22@gmail
                                                                                                                                                     +44 7737203361

University Hospital of Wales 
Cardiff  

Dear Manager,
I am writing to express my interest in the Human Resources position at the University Hospital of Wales. With over two years of experience in Human Resources and Talent Acquisition, along with a bachelor’s degree in industrial administration, I am eager to contribute to your People Services team and continue developing my HR career within the NHS.
In my current role as a Talent Acquisition & HR Operations Specialist, I manage recruitment processes, coordinate interviews, prepare employment documentation, support onboarding, and maintain confidential employee records. Previously, as a Human Resources Analyst, I supported recruitment, employee administration, HR reporting, onboarding, and personnel records management. These roles have strengthened my organisational skills, attention to detail, and ability to manage multiple priorities while providing excellent support to managers and employees.
I enjoy working collaboratively, building positive relationships, and delivering efficient HR services. I am particularly interested in joining the NHS because of its commitment to excellence, equality, and supporting its workforce to deliver outstanding patient care.
I am currently based in Cardiff and available to work full-time. I would welcome the opportunity to discuss how my experience and enthusiasm can contribute to your Human Resources team.
Thank you for your time and consideration. I look forward to hearing from you.

Yours faithfully,
Sara Rivero Castillo

2. CV
SARA RIVERO CASTILLO
📍 Cardiff, Wales, United Kingdom
📞 +44 7737203361
✉️ sarariverocastillo@gmail.com
PROFESSIONAL PROFILE
Industrial Administration graduate with over two years of professional experience in administration, recruitment, team support, and customer-focused environments. Highly organised, reliable, and adaptable, with excellent communication and leadership skills developed through coordinating recruitment processes, supporting managers, and working towards business objectives. Passionate about delivering excellent customer service, motivating teams, and contributing to operational success within the retail industry.
PROFESSIONAL EXPERIENCE
Talent Acquisition & HR Operations Specialist
Adelanta GNP
May 2024 – Present
· Coordinate end-to-end recruitment processes for administrative, commercial, and operational positions.
· Work closely with managers to understand business needs and staffing requirements.
· Schedule interviews and manage multiple priorities in a fast-paced environment.
· Prepare employment offers, contracts, onboarding documentation, and employee files.
· Maintain confidential records and ensure compliance with company procedures.
· Provide administrative support while delivering a high standard of customer service to candidates and internal stakeholders.
Human Resources Analyst
MegaFlux
February 2023 – November 2023
· Developed job descriptions and competency profiles.
· Supported recruitment and selection processes.
· Coordinated onboarding activities and induction programmes.
· Maintained accurate physical and digital employee records.
· Prepared HR reports and monitored workforce information.
· Assisted with internal policies, employee relations, and administrative processes.
· Contributed to ISO 9001 quality management procedures.
EDUCATION
Bachelor's Degree in Industrial Administration
Mexico
ADDITIONAL TRAINING
· Diploma in Financial Education (CONDUSEF)
· Diploma in Insurance (CONDUSEF)
LANGUAGES
· Spanish — Native
· English — B2
KEY SKILLS
· Customer Service
· Team Leadership
· Communication Skills
· Problem Solving
· Time Management
· Organisation
· Teamwork
· Staff Coordination
· Administration
· Microsoft Office (Word, Excel, Outlook)
· Attention to Detail
· Adaptability
· Working Under Pressure
· Record Management
· Process Improvement
PERSONAL ATTRIBUTES
· Professional and reliable
· Customer-focused
· Positive attitude
· Strong interpersonal skills
· Flexible and adaptable
· Organised and responsible
· Team player
· Quick learner
· Passionate about delivering excellent service
















3. Job Description
Deputy Store Manager
Company: MANGO
Location: Cardiff, Wales, United Kingdom
Job Type: Full-time, Permanent (40 hours per week)
Salary: £30,000–£34,000 per annum (depending on experience)
Job Summary
The Deputy Store Manager supports the Store Manager in the day-to-day running of the store, ensuring excellent customer service, strong sales performance, and efficient store operations. The role involves leading and motivating the team, maintaining visual merchandising standards, managing stock, and ensuring compliance with company procedures while representing MANGO's brand values.
Key Responsibilities
· Support the Store Manager in the daily operation of the store.
· Lead, motivate, and coach the sales team to achieve sales targets.
· Deliver outstanding customer service and resolve customer enquiries professionally.
· Maintain visual merchandising standards in line with MANGO guidelines.
· Monitor stock levels and coordinate deliveries and inventory management.
· Assist with staff training, scheduling, and performance monitoring.
· Process cash and card transactions accurately using the POS system.
· Support opening and closing procedures, including cash handling and security checks.
· Analyse daily sales performance and contribute to achieving KPIs.
· Ensure compliance with company policies, health and safety regulations, and loss prevention procedures.
Essential Skills and Qualifications
· Previous experience in retail or customer service.
· Supervisory or leadership experience is desirable.
· Excellent communication and interpersonal skills.
· Strong organisational and time management abilities.
· Ability to work in a fast-paced retail environment.
· Good problem-solving and decision-making skills.
· Experience using POS systems and Microsoft Office.
· Ability to motivate, coach, and support a team.
Personal Attributes
· Professional, reliable, and responsible.
· Customer-focused with a positive attitude.
· Strong leadership and teamwork skills.
· Flexible and adaptable.
· Passion for fashion and the MANGO brand.
· Committed to achieving sales targets and maintaining high operational standards.
Working Hours
· 40 hours per week.
· Flexible to work weekends, evenings, public holidays, and overtime when required.
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