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Job Description
Location:  Medical Sciences Divisional Office, John Radcliffe Hospital, Headington, Oxford, OX3 9DU
Open to internal and external applicants 
Divisional HR Assistant  
· Grade 4: £28,437 – £32,108 per annum (pro rata for part-time) 
· Full time 36.5 hours per week; 0.8 FTE would be considered. 
· This role offers the opportunity for hybrid working, with the majority of the working week spent on site at the Medical Sciences Divisional Office, John Radcliffe Hospital, Headington, Oxford (OX3 9DU).  
The Medical Sciences Divisional Office HR team are seeking an experienced, self-motivated HR professional to support the Medical Sciences HR Team.  
Key Responsibilities Include: 
· Support the MSDO HR team with recruitment activity, including adverts, applications, interviews and appointment paperwork.  
· Maintain accurate HR records, systems and reports, including payroll-related administration.  
· Act as a first point of contact for HR queries, providing advice and guidance to staff and managers.  
· Prepare HR correspondence and documentation across the employee lifecycle.  
· Provide administrative support across the HR team and help maintain effective processes and procedures.  
· Support academic HR activity, including review processes and honorary titles.  
· Contribute to improving, streamlining and automating HR processes.  
Skills and Qualifications: 
· Qualified or working toward CIPD Associate membership level or have equivalent experience. 
· Ability to develop professional and effective working relationships with key stakeholders. 
· Ability to clearly and accurately communicate processes and procedures verbally and in writing. 
· Experience of Microsoft Office applications, including Word, Excel, SharePoint etc. 
· High standard of attention to detail and excellent organisational and planning skills. Desirable – HR experience within the University of Oxford (or other higher education institution) or an NHS setting. 
· Desirable – Experience of continuous improvement and utilising Power Automate to improve processes within a team.








Tsihon Germay
London, W7 1QE, 07533 808 860 
tsiongermay333@gmaill.com

Professional Profile
 A first-year Leadership and management student currently working as a GP Receptionist. I am well organised reliable and thrive in both in team setting and when working independently. My role has taught me to communicate clearly, manage sensitive information accurately, and deliver excellent service to patients and colleagues. Experience filing paper notes and digital documents and maintaining health record via patient software, directly transfer to managing HR documentation across the employee lifecycle. I am keen to bring my attention to detail and people skills to support the MSDO HR team effectively. 

Employment History
GP Receptionist:
Elthorne Park Surgery |2024 – present 
· Manage appointments booking amendments, cancellations and waiting -list coordination.
· Process repeats prescriptions.
· Maintain and update patient records securely using practical management software.
· Organise paper and digital documentation in line with confidentiality and data protection standards.

Qualifications & Certifications
Feb - Mar 2023:
· Personal Development (ICQ Level 1) — Free2Learn
· Customer Service (ICQ Level 2) — Free2Learn
· Digital skills (NCFE Level 2) — Free2Learn

2020:
· English and Mathematics Function Skills Level 2 — SKILLS UK

2014 – 2018:
· Business Administration Level 2, Sheffield College.
Current:
· Leadership and Management (first year student), University of Wales Trinity Saint David.
key skills 
· Strong communication skills (written and verbal)
· Relationship building and customer service skills.
· Reliable time management & ability to meet deadlines. 
·  Meticulous attention to detail
· Confidentiality & data protection awareness.



References Are Available Upon Request



Tsihon Germay 
London W7 1QE
07533808860
tsiongermay333’gmail.com


Hirring Team 
MSDO HR TEAM 



Dear Hiring Manger,


I am writing to express my strong interest in joining the MSDO HR team. As a first – year leadership and management student with hands on administrative and people support experience working as a GP Receptionist, I believe I have the skills, reliability, and attention to detail needed to contribute effectively to your team.

In my current role at Elthorn Park Surgery since 2024, I have developed solid experience manging confidential information, maintaining accurate records, and supporting administrative workflows including work that aligns closely with HR documentation process across the employee lifecycle. I am highly organised comfortable working both independently and collaboratively, and pride myself on delivering clear professional compunction and excellent service to all those I interact with my qualifications Business Administration Level 2 ,Digital Skills Level 2 and Customer Service Level 2 combined with my ongoing studies, have prepared me to adapt quickly to HR procedures, system and compliance requirements.

I am eager to bring my strong work ethic, people focused approach, and commitment to accuracy to support the MSDO HR teams’ operation. I would welcome the opportunity to discuss how my background and enthusiasm can benefit your team further.

Thank you for considering my application. I look forward to hearing from you.


Kind Regards  

Tsihon Germay 
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