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[bookmark: _Toc107555649]TASK ONE: CURRICULUM VITAE 
	Andreea TAMBA 

	



Address: 17 Sabell Road, B67 7PW
Phone number: 07412257624
WORK EXPERIENCE 
	



	2018 – 2019
	Cadbury Factory · Make sure all the products were fully packed correctly 
· Make sure good team working abilities were presented when needed 

	Packing

	
	2019 – Current
	Eclipse Sprayers · Operate the machine as shown in training 
· Make sure that I keep up with the machines 
· Follow targets 

	Operator Machine 

	

	
EDUCATION
	



	


	
	2002 – 2006
	Hermes Economic Secondary School
	Bucharest, Romania

	
	SKILLS
· Communication skills
· Teamworking skills 
	       
· Problem Solving Skills 
· Adaptability Skills 
	
· Management Skills 
· Rapid working skills 
· IT Skills 


Personal Statement 
I am a hard-working person willing to find a workplace in the management department of the company as I have experience in working in a challenging environment, where quick decisions need to be taken and automatically by working in the same type of environment I will get the opportunity to apply my skills and develop even more. I am available for the a potential volunteering position at the beginning so I can get adapted to the company’s needs and objectives.  
[bookmark: _Toc107555650]TASK TWO: COVER LETTER 
	
July, 1st, 2022 
Name: Andreea Tamba, 
Student at: University of Wales Trinity Sain David 
Studying: Certificate in Higher Education Skills for the Workplace
Applying for the following position: Assistant HR Manager 

	After learning of the Assistant HR Manager opening with [Target Company], I am attaching my resume in consideration for this role. I graduated from [School Name] with a Skills for the workplace in [Field of Study]. I have researched and learned a great deal about your organization's mission, and I am confident that my background and attributes will bring further support of your company's values.

	Being highly attentive to detail, I strive for accuracy and consistency in my daily individual performance, team contributions, and task completion. Further, I offer collaboration, communication and scheduling flexibility. I aim to contribute talent management and resource planning to support continuous improvements.

	I look forward to speaking with you about my academic and professional background. I am certain that my critical thinking and workforce development strengths will bring an invaluable new facet to your existing team. I would like to schedule an interview to learn additional details of the position and explore the contributions I can bring to positively impact [Target Company]'s success. 



Thank you for your time and consideration.
Sincerely, 
Andreea Tamba 

[bookmark: _Toc107555651]TASK THREE: JOB DESCRIPTION
	We are looking to employ an HR assistant with outstanding administrative and communication skills. An HR assistant is expected to be a conceptual thinker with superb organizational and time management skills. You must be reliable and should accurately follow instructions with the ability to multitask and acclimatize to a fast-paced environment.
	To ensure success, HR assistants should display remarkable conflict management and decision-making skills with a solid understanding of employee relationships, staffing management, and payroll and benefits administration. Top candidates will be superb at problem-solving, efficient in scheduling, and precise in the recruitment process.
HR Assistant Responsibilities:
· Support all internal and external HR-related inquiries or requests.
· Maintain digital and electronic records of employees.
· Serve as point of contact with benefit vendors and administrators.
· Assist with the recruitment process by identifying candidates, performing reference checks, and issuing employment contracts.
· Maintain calendars of the HR management team.
· Oversee the completion of compensation and benefit documentation.
· Assist with performance management procedures.
· Schedule meetings, interviews, HR events and maintain agendas.
· Coordinate training sessions and seminars.
· Perform orientations and update records of new staff.
· Produce and submit reports on general HR activity.
· Process payroll and resolve any payroll errors.
· Complete termination paperwork and exit interviews.
· Keep up to date with the latest HR trends and best practices.
Required attributes
· A Level equivalent or above and/or 1-2 years proven experience working in an HR or Operations team
· Excellent interpersonal skills with ability to build relationships at all levels
· A self-starter and a real team player, who can evidence using their initiative and their ability to work under pressure
· Flexible approach to work with a can-do attitude, taking pride in delivering outstanding work
· Ability to work to deadlines and manage conflicting priorities whilst maintaining good attention to detail
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