


Screening Administrator – Part-Time

Job details
Salary
£9.59 an hour
Job type
Part-time
Permanent

Full Job Description
Unlock your potential at one of the most admired and unrivaled security manpower providers in the UK. At Herongrange Group Ltd, we pride ourselves on delivering our services to the highest of standards, offering our employees access to a huge range of unique and diverse opportunities.
Our full-service security recruitment business, with its own specialist, staff, is ready to take on new challenges from businesses, individuals, and VIPs. We provide innovative and real-time solutions to our client’s problems.
Our business has been built on the drive and passion that we have for the security industry, demonstrated by our fast-paced and ever-evolving work environment. We are always prepared to exceed the requirements of our clients, and as our team grows, we seek the most passionate and hard-working individuals who are ready to discover a new career with Herongrange Group Ltd.
To support our growth within the UK and the Manned Guarding division.
We currently have a position available for either of the following:
Part-Time (10:00-14:30 Mon-Fri, 20 hours per week) 30 min Lunch unpaid
Part-Time (11;00-15.30 Mon - Fri, 20 hours per week) 30 Min Lunch unpaid





Person Specification:
We are looking for an individual with good attention to detail. Previous experience in onboarding processes, including reference checking, right-to-work checks, and IDs would be advantageous.
Good computer skills are essential.
You should know what it takes to work within a busy office environment, where you will be responsible primarily for vetting and screening security candidates, but also cover aspects such as staff liaison, recruitment, and basic staff matters.
For this position, although initially looking for a full-time candidate, we can be flexible for the perfect candidate to work around commitments.
This position involves:
· Checking ID Documentation in line with DBS Guidelines
· Completing Right to Work Checks
· Compiling a thorough 5-year Employment history for each candidate
· Checking Application forms
· Issuing Contracts of Employment
· Credit Checking
· Administration of the recruitment process
· Scanning, photocopying, and use of Microsoft Office Packages.
The successful candidate will have previous administrative experience and be confident on the telephone and ability to apply pressure to obtain the necessary outcomes.
Excellent communication skills and the ability to prioritize and organize your workload are essential for this role. You will also be required to work as part of a team and to exercise initiative.
Holidays: 28 days including public holidays (rising to 33 days with length of service increments)
Benefits:
· Additional leave
· Discounted or free food
· On-site parking
Schedule:
· Day shift
· Monday to Friday
· No weekends



	NELI MITEVA
Burton upon Trent 


I have fifteen years of experience in different professional sectors such as four years in automobile manufacturing, and one year as a warehouse operative, five years in hospitality, two years in the sales market. I am certain that all my experience makes me an excellent candidate for this position.

	


EXPERIENCE
	
OCTOBER 2018 – TO APRIL 2022
QUALITY CONTROL, ADIENT
As a worker on the assembly line, it was my responsibility to meet deadlines and make sure everything was done correctly. 

	NOVEMBER 2017 - OCTOBER 2018 
WAREHOUSE OPERATIVE, HOLLAND & BARETT, AND CLIPPER
[bookmark: _Hlk108344387]Picking and packing.  Working with ERP systems and Paragon routing and scheduling software

	OCTOBER 2016 - NOVEMBER 2017
F&B ASSISTANT, HOAR CROSS HALL HOTEL
scheduling, managing people, making orders, stoke orders, organizing, customer service, making coffees, and more

	FEBRUARY 2016 – OCTOBER 2016
CHEF, SKAPTOBAR
BULGARIA
Cooking, placing orders, making an inventory

APRIL 2012 – NOVEMBER 2013
HOUSEKEEPER, NISIANA HOTEL 
CYPRUS

JULY 2009 - AUGUST 2010 
ASSISTANT CHEF, POTAMOS 
CYPRUS

	SEPTEMBER 2008 - JUNE 2009
CREDIT CONSULTANT, JETCREDIT BNP
BULGARIA
Advising customers, offering different products and services.

	JULY 2007 - MAY 2008 
CASHIER AND STORE ASSISTANT, MAXMARK
Bulgaria
Working on the till as well as a customer assistance

	


EDUCATION
	EXPECTED TO FINISH SEPTEMBER 2022 
HE LEVEL 4, UNIVERSITY OF WALES TRINITY AND SAINT DAVID

	JULY 2007
BANKING AND ACCOUNTING, STAROPRESTOLNA PROFESSIONAL HIGH SCHOOL OF ECONOMICS







SKILLS
	
Full UK Driving license
International experience
Computer Skills: Microsoft Office, Outlook, Internet
Typewritten capacity 
Barista level (beginner)


LANGUAGE 
	
	

	Bulgarian (native) 

	English (professional)

	Greek (intermedium) 

	Russian (intermedium)

	Turkish (intermedium)




	





Cover letter

Neli Miteva
Burton Upon Trent, Staffordshire
To
Human Resources Manager
Herongrange Group Ltd 
Burton upon Trent 
09 July 2022
Dear Sir/Madam,
I would like to apply for the opening position in your company as a screening administrator listed on the website www.uk.indeed.com. It is my confidence that I am qualified and experienced to contribute positively to your company.
Due to my previous experience as a customer service assistant, I was expected to do a variety of administrative tasks, such as correspondence, organizing, processing, and archiving. I have been able to develop my administration skills through this position, even though it is not an official administrative position. The experience I’ve gained so far has now motivated me to use it to add value to companies as an administrative assistant.
As a current student expecting to finish by September, I confidently can say that my skills with Microsoft office are at an excellent level which is essential for this position. 

My key skills and experiences are:
· My previous experience in warehouses working with different software systems. Working with ERP systems and Paragon routing and scheduling software
· Effective communication abilities, having expertise speaking on the phone, via email, or in-person with over 300 consumers each day.
· Understanding of a variety of IT application programs, including Microsoft Word and Excel, which are relevant to the administration
I’ve completed a variety of courses, such as learning to lead and Microsoft Office classes.

Thank you for taking the time to review my application. I would be happy to go into further depth with you about my application. Please let me know if there is anything else you will need in regard to my application. I’m looking forward to hearing from you.


Sincerely,
Neli Miteva

