LAVINIA MIHALOIU
Address: 1 Greenfield Terrace, Swansea, SA1 2JY
Email: Lavinia.mihaloiu@gmail.com| Telephone: +447860211362

Lavinia Mihaloiu
PERSONAL STATEMENT 
     Analytical and driven human resources (HR) administrator with extensive insights in personnel management, employee relations, reward systems and effective training. Proven track record in staff development to gain the employees trust and achieve the company’s objectives. Possess strong written and verbal communication skills, and a proven ability to influence teams towards a certain goal. Aiming to leverage my HR skills and competencies in agile work environments.

PERSONAL SKILLS AND QUALIFICATION

· Astute communication skills to convey information to personnel leaders and clients.
· Exceptional problem-solving skills to handle all complaints from clients or personnel and reach amicable solutions or escalate the issue using the proper channels. 
· Adept skills in supervising teams, mentoring amateur professionals and influencing groups towards common goals and marketing objectives.
· Vast expertise in staff management, personnel development, and payroll coordination. 
Proficient in Microsoft Office Suite: Word, Excel, Outlook and PowerPoint

EMPLOYMENT HISTORY

Human Resources Assistant in practice | Warehouse Associate 11/2020– Current
AMAZON UK CWL1

· Served as the active liaison between the executive teams and employees when resolving any disputes or during a disciplinary case. 
· Performed all supportive HR tasks including, screening job applications, interviewing candidates, replying to mails and inviting the successful candidates for orientation. 
· Participated in various functions including job assessment, performance appraisal, personnel training or development, staff induction and labor negotiations. 
· Reviewed and updates the staff’s personal data into the central database for ease of tracking and compensation calculation. 



Waitress/Bartender
FLORENTINO’S LTD- Wales Carmarthen 07/2018 – 09/2020
TRATORIA GARIBARDI | DA PINNOCHIO RISTORANTE-  Florence, Italy -, 07/ 2013 - 01/2018


· Greet and welcome the patrons to the restaurant area for meal service.
· Assisted the guest in deciding the best food and beverage mix, then served each meal or drink as per the required temperature levels (hot, warm, cold).
· Mixed and served alcoholic and non-alcoholic beverages to the patrons after identifying their age, especially for the alcoholic beverages. 
· Monitored the guest’s alcoholic intake and prohibited any further requests for intoxicated patrons to uphold the company policies and federal regulations. 
· Presented the bills to guests and collected money or process any card payments during my working shifts. 

Business Associate, 06/2009 – 05/2013
CONTEMPO CARS, BMW Dealership -Brasov, Romania

· Responsible for all operative functions including car service scheduling, preparation of documents for courtesy cars at the workshop and handling the invoices for all payments.
· Conducted rigorous background checks to ascertain the issues on any car that had to be repaired in the workshop. 
· Organized and directed the workshop training sessions to equip the staff with effective skills in handling the clients at the Dealership.
· Handled all customer issues and escalate them to the department manager at the workshop for appropriate action. 


Front Office Assistant, 12/2007 – 08/2009
VIRAGO IMPEX, Honda Dealership – Brasov, Romania

· Performed the day-to-day-administrative functions such as scheduling appointments, handling correspondence and offering paging services. 
· Welcomed visitors to the dealership stores and assisted them in a professional manner.
· Monitored all inventory and office supplies, and place ordering replacements for out-of-stock supplies. 



Assistant Manager, 04/2005-08/2007
CIPRIANII TOURS Srl – Brasov, Romania

· Developed the business correspondence necessary for the daily activities. 
· Collaborated with the tour guides and travel agents to ensure a smooth transition for all guests or any special requests from guests. 
· Answered telephone calls and emails, and offered the necessary assistant to guests, tour guide, and travel agent or outside person seeking clarification. 


INTERVIEW QUESTIONS

1. How you would describe yourself?
	Hey, I am Name Surname, a thriving professional in the modern markets, seeking to grow my potential in HR administration and management. I have some background in recruitment and selection, employee training, stakeholder management, labor negotiations, payroll coordination, conflict resolution and personnel development. I take pride in my excellent communication skills and interpersonal ability which enable me to establish and maintain lasting relations with everyone I interact with. Moreover, I have been recognized severally for my fluency and articulation of ideas, concerning the strong urge for employee engagement in the decision making process and strategic planning in an organization. Thankfully, my strong analytical ability always me to evaluate ideas and brainstorm concepts before making a final decision that would impact the entire organization. I am looking forward to work as a HR administrator to exemplify my strong leadership qualities and administrative insights. My desire is to support, mentor, coach and train young professionals to be more efficient in the business practice, especially with the new trend on changing workplace. I also hope to impact the industry by devising ways and participating in focused activities to reduce the issues on discrimination, sexual harassment, prejudice and racial biasness. 
1. How do you define success?
	Success is the attainment of a lifelong goal or aspiration. I strongly believe that success as a professional is deeply ingrained in a person’s fulfillment and making a difference in the life or wellbeing of other people. For instance, I love mentoring, training and coaching the amateur professionals, so that they can also achieve their personal goals. This is one of my proudest achievements as it affirms my success as a professional and individual. I would also term success as continuous productivity, and overcoming the periodic challenges in the line of duty. The c most common challenges at work involve staff performance and resource optimization. At time, team members may be facing personal challenges which may inhibit their prodoductivity at work. However, the company’s goals and strategic plans may not be easy to adjust to integrate each of the employee’s personal needs. Therefore, succeeding at harmonizing all these needs and overcoming the short-term triggers is a reflection of my success. As a HR assistant, I am keen on the needs of other employees so I always employ the most innovative approaches in my administrative duties. This has is also another way I would define success since I managed to offer unmerited opportunities to other employees.   


1. In what way do you thing you can make a contribution to this company?
	I am confident that I can make immense contributions to the Hay Human Resources company in Wakefield, England. I am a charismatic leader and HR personnel with extensive insights in personnel management, work coordination, training and development and dispute resolution. For instance, I will be keen on the recruitment and selection process to hire the best candidates with a comprehensive skillset to grow the firm’s revenue base through efficient performance and creative innovations. I also hope to collaborate with other HR teams to integrate a new method for scheduling and confirming appointments, to grow the firm’s potential for more business leads and global links with upcoming developers. I would also love to apply other intensive methods to reduce the scheduling errors which at time inhibits the grow process of the company. Lastly, I will quantitative knowledge in international relations and technical skills to your company.  As the world continues to globalize, firms have seen a niche market in the online market base, so I will be curious to actualize the company’s current goals by utilizing my strong skills and tact in international HR relations. My ultimate aim will be to improve the firm’s competitiveness in the global markets while optimizing its potential in e-commerce. 
1. How do you spend your spare time?
	I often spend my time reading books and watching documentaries to enhance my knowledge of various concepts and learn about the history of the world. Reading books has been instrumental in shaping my thinking perspective, especially concerning the interrelationship between human beings and the environment. I have also learned the dire need to protect the environment to promote the health and wellbeing of future generations, which is a key point in the success and continuity of this interesting field of study. Apart from reading books and watching documentaries, I also find time for sporting, hiking, and nature walks to exotic lands to help me relieve work-related stress. The outdoor activities also allow me to reflect on my performance as a professional, which has been a positive input to my work-life balance. I also enjoy meeting up with friends and socializing via the internet to make new friends or create connections with other professionals. Recently, I met a new friend on LinkedIn, and after a few discussions, I realized that he is a senior professional in my field of study. He has since encouraged me to pursue my goals and carry on with my ambitions. 
1. How do you think you work under pressure?
	I am optimistic about my ability to work under pressure and still maintain consistent results. One of my crucial success tips in handling the pressure is staying positive, open, and creative regardless of the stress levels posed at the workplace. As a diligent and driven professional, I always find sharing ideas or brainstorming an effective way to overcome work-related. Having simple conversations with my colleagues allows me to relax, stay calm and refocus my energies on crafting an effective strategy for the task at hand. I also find consolation in different relaxation techniques, including meditation, taking long breaths, and taking a walk around the office. This has always helped me to revamp my energy and avoid the related stress. Secondly, I always try to manage my time well to avoid the last-minute rush that calls for heightened stress levels at work. Prioritizing my assigned tasks and utilizing my unique skills in multitasking has been helpful in avoiding dire situations when I have to work under stress. Finally, I learned how to separate my emotions from high-pressure situations, which allows me to find inspiration within myself and thrive in stressful work atmospheres.  
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HR Administrator - great opportunity to
get into Human Resources!

Your new company

A global, highly specialist procurement
specialist is currently recruiting to their
Wakefield site due to growth, adding a
new position to their central HR
department.

Your new role

As HR Administrator, you will support the
UK and European HR team in delivering a
succinct, professional HR administrative
service to the internal business. Working
as part of a HR Administration Team, this
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What you'll need to succeed
Previous experience of HR administration
would be an advantage, but it is not
essential. Strong IT skills with a good
working knowledge of Microsoft Word,
Excel and Powerpoint are essential, as well
as excellent communication skills. This job
requires someone with excellent
administration skills, having worked in a
process driven environment with first class
accuracy. Strong systems skills and an
appreciation of GDPR is also required.

What you'll get in return

This is a great HR job opportunity in a
growing and very successful company, that
could lead to a future career in HR. There
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What you need to do now

If you're interested in this role, click 'apply
now' to forward an up-to-date copy of your
CV, or call us now.

If this job isn't quite right for you but you
are looking for a new position, please
contact us for a confidential discussion on
your career.

Hays Specialist Recruitment Limited acts
as an employment agency for permanent
recruitment and employment business for
the supply of temporary workers. By
applying for this job you accept the T&C's,
Privacy Policy and Disclaimers which can
be found at hays.co.uk
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HR Administrator

Employer

Hays Human Resources
Location

Wakefield, England

Salary
£20000 - £25000.00 per annum + +
benefits

Closing date
7 Dec 2021

View more
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