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1. Curriculum vitae               
GEORGETA CERASELA ENACHE
Phone: 07449 345505
Email: cerasela.enache@icloud.com
Personal Profile
Friendly and reliable professional with experience in recruitment, security, and warehouse operations. Strong communication skills and eager to build a career in recruitment and administration.
Employment History
2025 – present: Warehouse Operative 
Handled stock, inventory checks, order preparation and warehouse operations.
2021 – 2025: Gatehouse / Security Officer, BlueSkeis
Managed access control maintained security procedures and customer service standards.
2019 - 2021: Recruitment Assistant, Job&Talent
Supported recruitment activities, candidate communication, scheduling and administration.
Education
2025 – present: University of Wales Trinity Saint David (UWTSD), Level 4, Business Management 
2008 – 2012: High school, The College National Coriolan Brediceanu Romanian
Key Skills
· Recruitment & Administration                       
· Teamwork 
· IT Skills  
· Time Management 
· Problem Solving
Voluntary Experience
2022: Charity Volunteer at Blueskies 
Helped and supported homeless mothers and children who were in centres
References
Dr. Trinh Nguyen
Lecturer in Business and Management 
UWTSD, Birmingham campus

2. Cover letter
                            Georgeta Cerasela Enache
Phone: 07449 345505
Email: cerasela.enache@icloud.com
 Dear Hiring Manager,
I am writing to express my interest in the Recruitment Resource position. With current experience as a Recruitment Assistant, combined with previous roles in security and warehouse operations, I believe I have the skills, work ethic, and enthusiasm required to make a positive contribution to your team.
In my current role as a Recruitment Assistant, I support recruitment processes, communicate with candidates, arrange interviews, maintain records, and assist with administrative tasks. This experience has strengthened my organisational skills, attention to detail, and ability to manage multiple priorities while working in a fast-paced environment.
Alongside my recruitment experience, my background as a Security Officer and Warehouse Operative has helped me develop resilience, problem-solving abilities, and the capacity to perform effectively under pressure.
I am currently studying Business Management at the University of Wales Trinity Saint David. I also possess strong IT skills, am fluent in multiple languages, and hold a UK driving licence.
Thank you for considering my application. I would welcome the opportunity to discuss my experience and suitability for the role in more detail.
Yours faithfully, 
Georgeta Cerasela Enache
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Recruitment Resourcer

Posted a week ago by Talk Recruitment @ Quick apply
9 Coleshill, Warwickshire 22 TalkRecruitment

k Apply
Recruitment Resourcer / Candidate Manager

Talk Recruitment Ltd — Coleshill (North Warwickshire / North Solihull - 8 mins from NEC)

Who we are

We're a family-run recruitment consultancy where people come first. We care about doing good work for clients and
candidates. We have a reputation for filling hard-to-fill roles and long-term client relationships.

We are expanding our delivery for repeat clients meaning a consistent flow of live roles and a real need for a dedicated
Resourcer who wants to focus on candidates and delivery.

No egos, no bravado — just a professional, supportive team environment.

Therole in a sentence

Be the engine of delivery. You'll partner with a Recruitment Consultant who manages the client relationship. They provide you
signed-off roles; you focus on finding and qualifying the right people at pace.
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Your growth path

From day one you'll have a personalised development plan and structured training. You can specialise as a Resourcer and
progress to Senior Resourcer, or broaden into Recruitment Consultant with more client contact and an introduction of
business development duties. If leadership appeals, there’s a route to Team Leader as you develop.

What we do

Founded in 2013, Talk Recruitment places white-collar executive professionals across Construction, Housebuilding and Civil
Engineering. Previous experience recruiting in this sector is not essential.

What you'll do

* Run daily candidate interviews (phone/video; occasional in-person).

« Profile & screen candidates; capture accurate notes in the CRM.

* Write and post clear, compliant adverts.

« Search our database, job boards and social networks to build targeted longlists.

* Prepare CVs and shortlists; brief candidates and manage expectations.

* Keep pipelines moving: schedule follow-ups, chase feedback, update records.

* Spot potential client leads and hand them to the Consultant team.

* Uphold our values: ethical, professional, personable—every interaction, every time.
« Pitch in across a small team: flexible, patient, and diligent as we grow.
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‘What you'll bring

12+ months as a Resourcer or Recruitment Consultant.

Strong communication skills: phone, video, email and concise written notes.
Comfortable on the phone: yes we said it twice because it's a big part of what we do.
Calm under time pressure; able to juggle priorities without dropping standards.
Curiosity about roles and sectors; you ask good questions and listen well.

Tidy CRM habits and respect for process—because accuracy wins.

Resilience and a practical, solutions-first approach.

A desire to improve and grow in your role.

Where you'll work

Chantry House, Coleshill—a landmark building with modern offices and free parking. Town-centre amenities on the doorstep
(shops, gym, hairdressers, restaurants) and a Costa opposite. Easy access to M6, M6 Toll, M42, plus a bus stop right outside.

Pay and benefits

Competitive salary + commission

25 days’ holiday, rising to 30 with service (plus bank holidays)
Birthday and Christmas Eve off

Early finish Fridays (4pm)

Pension and additional company benefits & rewards

Hybrid option: 1 day per week based on performance

Clear training and development plan from day one

Why this role matters

Our clients trust us with roles that need care and pace. Your work keeps searches on track, improves candidate experience,
and protects our reputation. Do this well and you'll see the impact in filled jobs, happy clients, and your own progression.
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Why this role matters

Our clients trust us with roles that need care and pace. Your work keeps searches on track, improves candidate experience,
and protects our reputation. Do this well and you'll see the impact in filled jobs, happy clients, and your own progression.
How to apply

Please send your CV and a short note on why this suits you. If we haven't replied within 5 working days, please assume we're
progressing with other candidates this time.

Join Talk Recruitment. Do focused work in a team that backs you—and build a career with options.

Type: Permanent Start Date: asap

Contract Length: N/A Contact Name: Login or register to view

Telephone: Login or register to view Job Reference: REC-RS-WM50
Job ID: 225056770

Remember: You should never send money to a prospective employer or disclose any financial information. Should you encounter any job listings
requesting payments or financial details, please reach out to us immediately. For further guidance, visit jobsaware.co.uk.
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