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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 2021 – 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.

Support Worker
Nationwide Care Services Ltd – Birmingham
December 2020 – December 2021
· Assisted clients with care plans, documentation, and medication records.
· Built trusting relationships, fostering independence and wellbeing.
· Handled confidential information with accuracy and professionalism.

Assistant Manager
Robert Bratu LTD – Birmingham
January 2020 – 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

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 and Romanian


