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Job Description
Jobs websites 
Reed.com
HR Operations / HRIS Assistant – Wise May (City of London)
Company: Wise May
Location: City of London
Position: HR Operations / HRIS Assistant
Hours: 09:00 – 17:00 (Hybrid working)
Wise May are looking for a strong HR Operations / HRIS Assistant to join this forward-thinking underwriting insurance company in the City of London. This is a fantastic opportunity to assist this growing HR team and gain exposure to all parts of the company.
The role will be working closely with the Head of HR in an extremely friendly and supportive team.
HR Operations duties and responsibilities:
· Collaborate with the team and stakeholders to determine Human Resource Information System (HRIS) needs.
· Lead on implementing a new HR System.
· Deliver training on using the HRIS.
· Work closely with IT to optimise HRIS processes.
· Reports and audits.
· Manage data compliance.
· Audit HR processes and documents.
· Support and assist the HR Payroll and Benefits Advisor on all payrolls.
· Support the team on projects as required throughout the year.
HR Operations skills and experience required:
· Demonstrable experience in HR administration and operations.
· Proven experience implementing new HR systems.
· Working knowledge of employee compensation and benefits.
· Able to operate at all times to the standards and rules of the regulatory bodies.
· Analytical and problem-solving experience.
· Confidentiality.
· Able to develop and maintain good relationships with all in the workplace, working as part of a team.
Company Benefits include:
· Excellent pension scheme
· Private medical insurance
· Life assurance
· Season ticket loan
· Hybrid working
· Annual discretionary bonus

CV
Profile
I am a highly motivated and enthusiastic individual with strong administrative and customer service experience. Currently working as a Visa Agent at TLScontact, I have developed excellent communication, data management, and problem-solving skills. Through my studies in Business Skills for the Workplace, I am developing a deeper understanding of HR functions, business operations, and employee relations. I am now seeking to apply these skills in an HR Assistant role, contributing to the success of a dynamic and growing organisation.

Key Skills & Competencies
· Strong organisational and administrative abilities
· Excellent communication and interpersonal skills
· High level of accuracy and attention to detail
· Experienced in handling confidential information
· Able to prioritise tasks and meet tight deadlines
· Skilled in Microsoft Office and database management systems
· Strong understanding of teamwork and customer-focused service
· Communicate effectively in person, by telephone and via email
· Work well both independently and as part of a team 

Employment History
TLScontact – Visa Agent
April 2022 – Present
· Provide customer service to visa applicants, ensuring accuracy in document checking and data entry.
· Maintain confidentiality while processing sensitive personal information.
· Liaise with government and embassy representatives to resolve application issues.
· Assist with daily reports and workflow coordination.
· Ensure a smooth customer experience in line with organisational standards.
Legacy Youth Zone – Assistant Chef
2019 – 2022
· Planned and prepared meals for youth activities.
· Delivered food safety training and assisted in workshops.
· Managed stock levels and ensured kitchen hygiene standards.
Superdrug – Sales Adviser
2017 – 2019
· Advised customers on products and services.
· Assisted in stock replenishment and visual merchandising.
· Processed transactions and managed cash handling.
Oatland Care – Receptionist
2012 – 2013
· Welcomed visitors and managed reception operations.
· Supported administrative tasks, including record-keeping and scheduling.
· Maintained confidentiality of resident and staff records.
· Handled calls and correspondence professionally.
KFC – Team Leader
2001 – 2004
· Trained and supervised staff, ensuring high service standards.
· Managed cash handling and stock control.
· Ensured compliance with health and safety requirements.

Education
Certificate of Higher Education – Business Skills for the Workplace (Ongoing)
University of Wales Trinnity Saint David London, 2025
Functional Skills Maths & English Level 1–2 – Calet New Addington (2011–2012)
City & Guilds Level 2 in Customer Service – Richmond College (2008)
GNVQ Level 2 in Business & Management – Lambeth College (2002–2004)
GCSEs – Norwood School (1996–2001)

References available upon request


Cover Letter 
04/11/2025
Dear Hiring Manager,
Re: HR Operations / HRIS Assistant – Wise May
I am writing to express my interest in the HR Operations / HRIS Assistant position at Wise May. I was particularly drawn to this role because it offers an excellent opportunity to apply my administrative and customer service experience in a Human Resources environment, while developing my knowledge of HR systems and operations.
In my current role as a Visa Agent with TLScontact, I have developed strong organisational, communication, and data management skills, working with confidential information and ensuring accuracy in all documentation. My previous roles in administration and customer service have strengthened my ability to build relationships, work collaboratively, and deliver results under pressure.
Alongside my employment, I am studying for a Certificate of Higher Education in Business Skills for the Workplace, where I am gaining a deeper understanding of HR practices, recruitment processes, and organisational management. I am confident that my skills and enthusiasm would allow me to make a positive contribution to your team.
Thank you for considering my application. I would welcome the opportunity to discuss how my background and motivation align with the needs of Wise May.
Yours sincerely,
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