Shona Lea Veitch
Contact Number: 07300222059

Personal Profile
Proactive and people‑focused HR professional with over five years’ experience supporting small businesses and family‑run organisations. Skilled in employee relations, onboarding, recruitment, and day‑to‑day HR operations. Known for being approachable, organised, and confident handling sensitive matters such as disciplinaries, absence management, and performance conversations. Enjoys improving HR processes and creating a positive, supportive working environment.
 
Key Skills
• 	Employee Relations & First‑Line HR Support
• 	Recruitment & Onboarding
• 	Inductions & Training Coordination
• 	Absence & Performance Management
• 	HR Administration & Record Keeping
• 	Right‑to‑Work & Compliance Checks
• 	Appraisals & Staff Development
• 	Policy Implementation & Process Improvement
• 	HRIS & Microsoft Office
• 	Strong Communication & Organisation
 
Professional Experience
HR Officer
Midlands Electrical Training Ltd – Birmingham
Jan 2021 – Present
• 	Act as the main point of contact for all HR queries across a 60‑employee apprenticeship training provider.
• 	Manage end‑to‑end onboarding including contracts, right‑to‑work checks, induction planning, and probation reviews.
• 	Support managers with employee relations cases including absence management, informal disciplinaries, and performance concerns.
• 	Coordinate annual appraisal cycles and schedule regular staff catch‑ups for development planning.
• 	Maintain accurate HR records, personnel files, and training logs in line with GDPR.
• 	Introduced a streamlined digital filing system that reduced admin time by 30%.
• 	Supported recruitment campaigns for tutors, assessors, and administrative staff.

HR & Recruitment Assistant
Harrison Construction Services – Wolverhampton
Aug 2018 – Dec 2020
• 	Provided HR support to a family‑run construction company with 45 employees.
• 	Assisted with recruitment, job adverts, screening, interview scheduling, and candidate communication.
• 	Managed induction packs, PPE allocation, and compliance documentation for new starters.
• 	Monitored sickness, lateness, and holiday records, escalating concerns to the HR Manager.
• 	Supported toolbox talks and training sessions, ensuring attendance and certification tracking.
• 	Helped update company policies and employee handbook.
Education & Qualifications
• 	CIPD Level 5 Diploma in People Management – 2021
• 	CIPD Level 3 Certificate in HR Practice – 2018
• 	Level 3 Business Administration – 2016
• 	GCSEs including English & Maths
 
Additional Training
• 	Right‑to‑Work & Employment Law Essentials
• 	Managing Absence & Conduct
• 	Mental Health Awareness for Managers
• 	GDPR & Data Protection
Professional Interests
• 	HR process improvement
• 	Employee wellbeing
• 	Training and development
 
References
Available on request.
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Cover Letter

Hiring Manager
Bell Cornwall Recruitment
Dear Hiring Manager,
I am writing to express my interest in the HR Officer position you are recruiting for on behalf of your client, a well‑established family‑run electrical apprenticeship provider. With over five years’ experience delivering hands‑on HR support within small businesses and construction‑related environments, I am confident in my ability to bring professionalism, structure, and a people‑focused approach to the role.
In my current position as HR Officer at Midlands Electrical Training Ltd, I act as the first point of contact for all HR matters across a busy apprenticeship provider. I manage onboarding, inductions, right‑to‑work checks, appraisals, and day‑to‑day employee relations, including absence management and informal disciplinaries. Working in a small, close‑knit organisation has strengthened my ability to build trust, maintain confidentiality, and provide practical HR guidance that supports both staff and management.
Previously, in my role at Harrison Construction Services, I gained valuable experience supporting a family‑run business where HR processes needed to be both compliant and flexible. I assisted with recruitment, training coordination, policy updates, and maintaining accurate HR records. This background has given me a strong understanding of the challenges and opportunities within smaller organisations, where HR plays a vital role in shaping culture and supporting growth.
I hold a CIPD Level 5 Diploma in People Management, alongside Level 3 HR qualifications, and I am confident handling a wide range of HR responsibilities independently. I am organised, proactive, and committed to continuous improvement—qualities that align closely with your client’s desire for someone who can bring fresh ideas and enhance existing HR processes.
I would welcome the opportunity to contribute to a supportive, values‑driven organisation and to play an active role in ensuring employees feel engaged, informed, and well supported. I would be delighted to discuss how my experience and approach could benefit your client.
Thank you for considering my application. I look forward to the possibility of speaking with you.
Yours sincerely 
Shona Lea Veitch
