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Entry-Level Recruitment Consultant
 
[bookmark: _Hlk211762513]Birmingham, England, United Kingdom · 1 week ago · Over 100 applicants
Promoted by hirer · Actively reviewing applicants
£26K/yr - £32K/yrHybridFull-time

About the job
TEKsystems’® unmatched success in the IT Services and Talent Management marketplace is driven by one thing – our employees. A thriving IT industry has caused us to grow at a rapid pace and we are looking for people to join our team. We offer great opportunities for advancement, personal and professional growth, and unlimited earning potential.
TEKsystems® seeks professional individuals with competitive spirit, drive, team mentality, commitment, perseverance, and a desire to build a long-term career in a rewarding environment.
Don’t worry.
No IT experience is needed. We’ve got that covered. Our comprehensive training programme allows you to learn terminology, job functions, and practice areas within the information technology industry.
What you will contribute:
· Recruit top IT candidates and serve as the main point of contact throughout the entire recruiting cycle.
· Build and maintain relationships with consultants to match them with the BEST opportunities.
· Evaluate experience and opportunities of candidates through our screening process.
· Understand our clients’ business and IT initiatives, as well as their specific technical and cultural environments to best match the career goals of consultants with their hiring needs.
· Negotiate unique compensation packages (wages, benefits, etc.) to attract and hire candidates for our clients’ needs.
What you bring to the table:
· Interest in a performance-based environment including outbound calling.
· Enthusiasm to network and communicate with others.
· Grit, tenacity, and determination.
Extra Points if you have:
· Previous sales/recruiting experience (Internships included)
· Experience working in a performance-driven environment
The Opportunity
· Growth potential with various career paths for recruiters and sales professionals
· An elite and continuous training programme within the IT industry
· The opportunity to train and mentor others
· Diverse and inclusive culture with a family-like environment The Perks
· Unlimited earning potential – competitive base salary + uncapped commission
· Annual all-inclusive company incentive trips
· Charitable and social responsibility opportunities
· Health and well-being support
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Full UK Driving Licence (Category B)

Professional Summary
Organised and people-focused professional with over 15 years of experience across healthcare, administration, and customer-service environments. Skilled in managing employee documentation, coordinating schedules, maintaining compliance records, and supporting teams to work efficiently and collaboratively. Known for strong communication, attention to detail, and an empathetic approach to resolving issues. Currently seeking an entry-level HR Assistant role to apply administrative and interpersonal skills in a dynamic organisation such as Amazon.

Key Skills
· HR administration and record keeping
· Employee relations & communication
· Document management and compliance
· Time management and prioritisation
· Data entry & Microsoft Office (Word, Excel, Outlook)
· Confidentiality and discretion
· Customer service & conflict resolution
· Adaptability and teamwork

Professional Experience
Health Care Assistant
Sunningdale Care Home – Tamworth, Staffordshire
June 2023 – Present
· Maintain accurate records of residents’ wellbeing, care plans, and daily activities.
· Support the management team with reporting, documentation, and compliance checks.
· Work collaboratively with a diverse professional team to ensure a positive environment.
· Demonstrate empathy, communication, and discretion in sensitive situations.

Private Hire Driver
Uber – Birmingham
July 2020 – August 2023
· Delivered excellent customer service, maintaining professionalism under pressure.
· Managed scheduling, route planning, and daily reporting independently.
· Developed strong interpersonal and problem-solving skills interacting with diverse clients.
Assistant Manager
Robert Bratu LTD – Birmingham
January 2018 – September 2020
· Managed deliveries, logistics, and employee schedules.
· Maintained administrative records and supported management in daily operations.
· Strengthened negotiation and coordination skills across suppliers and drivers.


Administrator
Ilie Travel SRL – Timișoara, Romania
May 2014 – August 2018
· Managed employee files and travel documentation, ensuring compliance with regulations.
· Coordinated transport schedules, route planning, and customer bookings.
· Improved record-keeping processes, enhancing team efficiency.

Education

CertHE Business| UWTSD| Birmingham
General Nurse (BSc Equivalent)
University of Medicine “Victor Babeș”, Timișoara, Romania — 2014 – 2018
Fine Mechanics (Bachelor’s Level Diploma)
UNIO Industrial High School, Satu Mare — 1996 – 2006

Certifications & Training
· Phlebotomy Training – March 2024 – Present
· Care Certificate – January 2024 – Present
· General Nurse Licence – July 2018 – Present

Additional Information
· Excellent interpersonal and organisational skills
· Confident handling confidential employee information
· Fluent in English, Romanian and Hungarian
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Hiring Manager
TEKsystems
Birmingham, England, United Kingdom
Dear Hiring Manager,
I am writing to express my interest in the HR Assistant (Entry-Level) position at your organisation. With over fifteen years of experience in healthcare, administration, and customer service, I bring a strong foundation in people management, documentation, and compliance that aligns well with the core responsibilities of this role.
In my current position at Sunningdale Care Home, I support management through accurate record-keeping, compliance checks, and coordination of staff activities. These experiences have strengthened my organisational abilities and attention to detail — essential qualities for managing employee documentation and HR processes efficiently.
Previously, my roles in administration and management taught me to handle confidential information with discretion, prioritise tasks under pressure, and maintain effective communication across diverse teams. My background in healthcare also nurtured my empathy and understanding of people — qualities that I believe are central to a supportive HR function.
I am particularly drawn to this opportunity because I am eager to apply my administrative and interpersonal skills in a professional HR setting while continuing to grow and develop within the field. I am confident that my proactive attitude and commitment to accuracy would make me a valuable addition to your team.
Thank you for considering my application. I would welcome the opportunity to discuss how my background and enthusiasm align with your organisation’s HR goals.
Yours sincerely,
Gabriela Tundrea
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