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JOB DESCRIPTION:
Job Title: HR Administrator

Job type: Permanent Location: Bridgend County Borough Council, Wales Salary: £26,000 – £28,500 per year

Description: As an HR Administrator, you will support the Human Resources team by managing key admin tasks across the full employee lifecycle. This includes recruitment, onboarding, maintaining staff records, and ensuring smooth day-to-day HR operations. You will play a vital role in delivering a professional and efficient HR service to the Council.

Main Responsibilities:
Support the recruitment process by advertising jobs, organising interviews, and preparing contracts.
Manage new starter processes including onboarding and induction.
Maintain accurate and up-to-date employee records and HR databases.
Process changes to staff contracts, absences, and leavers.
Assist with DBS checks and ensure compliance with data protection laws (GDPR).
Help prepare reports and respond to internal HR-related queries.
Provide admin support to the payroll team by sharing relevant information.
Respond to general staff questions about policies, leave, and procedures.
Assist with training bookings and keeping records of attendance.
Work closely with HR Officers and other departments on projects and updates.

What We are Looking For:
Previous experience in an HR or administration role.
Good IT skills, especially Microsoft Office and HR systems
Strong communication and organisation skills.
Attention to detail and the ability to manage multiple tasks at once.
A confidential and professional attitude when handling sensitive information.
Knowledge of Welsh is an advantage but not essential.
Understanding of DBS processes is helpful.
Working Environment & Benefits:
Access to pension schemes, generous annual leave, and staff development.
Opportunities to take part in wider HR projects and build experience.
The role supports safeguarding policies for children and vulnerable adults.

Summary:
This is a great opportunity to work in a busy and supportive HR team at Bridgend County Borough Council. You will gain valuable experience in HR processes and help support the smooth running of services across. In our Borough Council we have about 6000 employees working in multiple site























COVER LETTER
4th July 2025

Devi Raju
42 Coity road,
Bridgend,
CF311LR
Email id: deviraju85@gmail.com
Mobile no. 07854837387

Recruitment Manager
Bridgend County Borough Council
Bridgend
Wales

Dear Recruitment Manager
I am excited to apply for a position of HR Administrator job advertised by Bridgend Borough council. As an organised and resilient individual with over 3yrs experience in HR Administrator jobs, Previous experience in an HR administration role. I have a strong communication, good IT skills, and organisation skill, which is essential to this role, A confidential and professional attitude when handling sensitive information. I possess the conflict resolution and critical thinking skills required to create harmonious and constructive work cultures. I also have an ability to manage a multitask at once, I feel that this role provides an opportunity to gain experience creating SMART goals to maximise colleagues' output and personal growth potential.
Thank you for taking the time to consider my application I feel that I'm the perfect candidate to take on HR administrator responsibilities. I always have a passion to work with Bridgend Borough Council, So I am looking forward to receiving your response in the next few weeks and discussing this position further.

Yours Sincerely
DEVI RAJU




Mrs. Devi Raju
42 Coity Road,
Bridgend,
CF311lR.
Mob: 07854837387
Email: deviraju85@gmail.com
Date of Birth: 11/09/1985
Professional Summary:
Dedicated and organized HR Administrator with 3 years’ experience in Honeywell Electrical Devices with comprehensive experience in managing various HR functions. Proficiency in recruitment, Processing by advertising jobs, organizing interviews, maintaining HR database, employee relations, payroll administration, DBS check, preparing staff contracts. Seeking leverage skills and expertise to contribute effectively to the HR operations of a dynamic organization.

Key Skills & Abilities:
· Recruitment - Supporting the recruiting process by advertising jobs, organizing interviews, and preparing contracts
· Employee Relation – Maintaining employee records and HR databases and Process changes to staff contracts, absences, and leavers.
· New Starter Process – Assisting HR team by managing new starter process like onboarding and induction, DBS Check.
· Reports - Preparing report on internal HR related queries.
· Payroll and Benefits- processing payroll, managing employee benefits, understanding payroll systems.
· IT skills – Good IT skills like expert in Microsoft office, HR systems, SAP.
· Personal Abilities – 
· Good organizational and time management skills
· Ability to work under pressure
· Quick learning abilities
· Managing Multiple tasks at once
· Confident and professional attitude.

Educational & Qualification:
· 2025 Cert HE in Employability Skills 
· 2024 Safeguarding Adults and Children
· 2024 First aid Training
· 2024 Fire safety at workplace
· 2022 Basic Life support
· 2022 Dealing with Stressful situation - online certified course in Virtual College.
· SAP Training
· 2006 Graduated Bachelor’s degree in Mathematics in 2006

Employment History:
HONEYWELL ELECTICAL DEVICES and SYSTEM Limited
Worked as HR Administrator for 3Years
2021 - 2024
· Recruitment process
· New starter process
· Payroll Processing
· Travel Arrangement
· Staff Rota management
· DBS check

ALLCAD INNOVATIVE ENGINEERING SOLUTIONS
worked as An Admin Assistance Consultancy Division for 1 Years
2020 - 2021
· Payroll Processing
· Data maintenance and Processing
· HR Assistance
 I have had GAPS from 2024 to 2025 – Since I did my Level 4 course Cert. HE in Employability skills in UWTSD, Swansea to enhance my employability an academic skill.
Hobbies & Interests:
I love to do Painting, I enjoy cooking and travelling, also love to spend time with my kids, writing poems in Tamil, Learning something new.
References:
Mr. Steven					Mr. Cholan Dharmalingam
HR Manager					Administration Officer
Honeywell Electrical Devices       		ALLCAD services
85 Luckhurst Lane				38 Tamarinds Garden			
Cardiff						Cambridge
CF31 2ER					CB1 9GH
01237312954				01289437611
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