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	Human Resource Manager 
vServices 
London W1T 

Full description 
Company needs 
vServices is recruiting a very professional and experienced HR manager who can manage employee wellbeing through policies and procedures, in that case, the candidate must understand the business and organisational objectives clearly. He or she must align policies to develop and retain potential staff to meet the organisational objectives. 

Education 
This position is open to all graduates; however, the candidates with several knowledge will be prioritised. Such as skills of Business Management, Human Resource Management, and Psychology Social Administration.  

Experience 
Minimum 1 year of experience 

Key responsibilities 
· To promote equality, diversity, and inclusion within the organisational value and structure 
· To increase employee awareness regarding health and safety policies and laws. 
· To understand employees skills and gaps to set training initiatives for them. 
· To plan for both short and long-term HR management needs. 
· To understand the policy development issues such as performance management and disciplinary procedures 
· To lead and manage the recruiting campaigns to support the organisational needs. The candidate will be involved in designing job specifications, advertisements, screening and interviewing, and short-listing candidates for final selections. 

Competencies 
· Business and organisational awareness 
· Management skills  
· Willingness and positive mind-set to challenge existing organisational culture and make necessary changes 
· The skills to understand, assess, explain, and utilise the employment laws within organisational policies 
· Strong IT and technological skills for data-based HR management 
· Potentials to tackle leadership roles.




[bookmark: _asccwivjmbja]

[bookmark: _wtapgwtgjl0][bookmark: _Toc200718820][bookmark: _dbcgp9qmcfhq]Cover letter 
	[bookmark: _i6jx5f5gd210]
To, 
The HR manager, 
vServices 
85 Tottenham Court Road, London W1T

[Sub: Application for HR manager position]
Respected Sir / Ma’am, 
I am excited to find your post on the needs of a HR manager in your organisation on Indeed. I am confident that I will be able to valuably contribute my skills and experiences for managing the needs and tasks in your organisation. 
As mentioned in my resume, I have 2 years of experience in this field; I worked in NU Creative. NU Creative created attractive content for digital marketing, which focused on developing expert collaboration to build a brighter future (NU Creative, 2024). There, I developed organisational and employee engagement policies based with the understanding of both UK employee acts and organisational goals. My fair policies promoted diversity, equality and inclusion, leading to efficient collaboration and cooperation among the experts. Here, I developed my understanding of employee needs and skill gaps; based on that, I could develop training initiatives. For this reason, I think that my experience in the role of a HR manager in NU Creative developed potential in me to serve vServices potentially. vServices’s focus and specialisation on mobile apps and digital marketing needs active engagement employees for its innovation practices (‌VServices, 2025). Similarity in the organisational aims, will fetch my valuable contributions to the success of your company. 
I have attached my resume for your review; I look forward to consulting with you about your required position in your company. I hope to hear from you and contribute vServices to its success.
Sincerely, 
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	Name
HR MANAGER
Address:
Phone Number:
Email: 

Profile summary 
I am a HR Professional who is passionate about employee-centered development and equality and diversity management as well as strategic decision-making. I value collaboration and cooperation for organisational innovation.

Education 
Apprenticeship in People Management
University of Wales Trinity Saint David, Wales| 2021 - 2023
MBA in International Business 
University of Wales Trinity Saint David, Wales| 2020 - 2021

Work experiences 
HR manager | 2023 - Present
NU Creative

Skills 
· Employee Training and Development
· Developing fair policies for Diversity, Equality and Inclusion
· Employee Relations
· Sourcing and interviewing

Language 
English - Advanced
[mentioned in Appendix 1]
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SKILLS

* Employee Training and
Development

» Developing fair policies for
Diversity, Equality and
Inclusion

* Employee Relations

» Sourcing and interviewing

LANGUAGE
English- Advanced

Name:

HR MANAGER

PROFILE SUMMARY

| am a HR Professional who is passionate about
employee-centered development and equality and
diversity management as well as strategic
decision-making. | value collaboration and
cooperation for organisational innovation.

EDUCATION

Apprenticeship in People Management

University of Wales Trinity Saint
David, Wales| 2021 - 2023

MBA in International Business

University of Wales Trinity Saint
David, Wales| 2020 - 2021

WORK EXPERIENCE

HR manager | 2023 - Present
NU Creative
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