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[bookmark: _Toc116668275]HR Manager CV
[bookmark: _Toc116668276]Name
Nicoleta Mocanu 

[bookmark: _Toc116668277]Mobile
Available on request.     

[bookmark: _Toc116668278]Email
loredanaarsene@yahoo.com

[bookmark: _Toc116668279]Address : Northampton 


[bookmark: _Toc116668280]Professional Summary 
Being an individual that embodies politeness, motivation, and sensibility I am able to use my efforts to strive toward the achievement of the highest possible standards. In addition to this, I am able to display punctuality and work hard towards my goals both individually and within a team. I’m able to adapt to varying and new scenarios quickly due to my ability of critical and strategic thinking in terms of problems solving. These abilities along with my own level of respect and appreciation for varying cultures and backgrounds can allow me to become an effective HR personnel. I have had experience working with young children and also possess management experience in the retail industry, these skills are proof of my flexibility when it comes to job roles, however, my specialty lies in HR management. Thus, I am looking for an HR management position that allows me to push myself further in this field and allows me to improve my skills as a professional.  

[bookmark: _Toc116668281]Major Technical Skills 
· Organisational communications 
· Occupational Safety 
· Onboarding and Recruiting (Stone et al., 2020)
· Selection and training of employees 
· Employment law 
· Developmental of training initiatives 

[bookmark: _Toc116668282]Work Experience 
Party Organizer Self-Employed from August 2019-2022
· Entering, creating, and maintaining data into relevant databases 
· Handlining queries of callers as well as employees 
· Overseeing and maintaining inventory 
· Database management and word processing 
· [bookmark: _Hlk116662723]Manager kindergarten, Bucharest from June 2007 – July 2009
· Development of a stimulating yet safe environment for the promotion of learning through playful activities  
· Responsibility for activity planning and supervision in accordance with children’s needs 
· Setting high standards of customer service and communication to resolve the parent’s queries and problems  

[bookmark: _Toc116668283]Education       
· Level 4 Certificate in Higher Education Skills for the Workplace at University of Wales Trinity Saint David January 2021 – Current      
· Highschool – Buzau, Romania September 2001 – June 2005
· Diploma of Baccalaureate  

[bookmark: _Toc116668284]Soft Skills 
· Strategy Learning 
· Personnel Human resource knowledge 
· Judgement and Decision making
· Providing instructions 
· Spanish language (speaking not writing)
· Complex problem-solving ability 
· Social perceptiveness 
· English language 
· Time management 
· Monitoring 
· Mathematics 
· Electronics and Computer skills
· Management and administration 
· Coordination
· Customer service  

[bookmark: _Toc116668285]Cover Letter 
Respected Manager,
XYZ Company.

[bookmark: _Toc116668286]Applying for the Position of HR Manager
It is with a great level of interest that I am submitting this application in the form of a cover letter in accordance with the position of HR manager at this prestigious company. Being a fresh graduate, I’ve become well-versed in various knowledge as well as practical skills which will allow me to follow my duties as an HR manager to a great level of success. These skills include organisational management, employee engagement techniques, talent hunting, business partnering, grievance handling, and the provision of benefits to employees as well. I also possess practical knowledge of organisational strategy and design as well as selection and recruitment, development, and learning along with the knowledge of implementing corporate social responsibility programs (Crawshaw et al., 2020). I will also aim to use my abilities to anticipate and assess any HR-related corporate requirements which I can fulfill and will also keep an eye out for the employees to make sure that they are heard as well. These skills and abilities of mine add to my confidence to become an effective HR manager for the XYZ company. My past experiences and knowledge of the corporate atmosphere will allow me to become an upstanding professional within the company through which I will be able to contribute positively towards the success of the company through continuous improvement of performance and HR operations resulting in better growth. This will be done by the development and design of novel and innovative HR strategies which will enable the business to gain profitability even in a business environment that may be dynamic and competitive. The possibility of becoming a part of such a well-known and successful company has me thrilled and thus there’s nothing I’d love more than to have a discussion with the manager so that I can share the values which I may bring to this company. I highly appreciate the consideration and time you have provided me with I will be looking forward to your response. You may contact me at any given time in the day through my mobile number and email which are 07368327590 and loredanaarsene@yahoo.com respectively. 


Yours Thankfully,
Nicoleta Mocanu. 

[bookmark: _Toc116668287]Job Advertisement 
Position: Human Resource Manager 
The XYZ company is looking to hire a skilled Human Resource Manager that will be able to create positive and meaningful relationships with employees and the line managers along with being able to provide effective and professional HR services, skills, and abilities for the business. 

[bookmark: _Toc116668288]Main Responsibilities 
· Selection and recruitment which will include the direction and management of the processes of employee selection and recruitment along with the assessment and interviewing processes
· Development and learning in relation to monitoring and implementing relevant developmental ad training programs 
· Leadership qualities which include the ability to direct and mentor employees through coaching ability and enabling the employees to reach their true potential 
· Performance management by means of delivering programs for performance management which is able to improve and create a culture of high performance
· Management and reporting HR metrics include the production of reports based on major metrics and KPIs and focusing on areas such as turnover, absenteeism, remuneration, and employee benefits
· HR policy which comprises maintaining, developing, and implementing relevant and required policies where needed in the business for the promotion of awareness and regulatory compliance 

[bookmark: _Toc116668289]Candidate Requirements 
· Must be able to demonstrate a healthy commitment towards policies and procedures related to the environment, safety, health, and staff training and development 
· An extensive level of both theoretical and practical knowledge of the professional HR environment and business management 
· Being respectful and appreciative of differing and diverse employees and being able to positively interact, communicate and engage with them on a daily basis 
· Great level of communicative ability, teamworking, coaching, and interpersonal skills which are able to influence and motivate employees 
· Tertiary qualifications and education in terms of HR management or business management 
	To apply for this job position respective candidates can easily apply and avail of this great opportunity by means of sending in their CVs to the manager of the XYZ company at XYZ@gmail.com.

The manager XYZ company.   



