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Mock Interview Script
Interviewer:
Good morning. Thank you for attending the interview session with us today. Can you please introduce yourself?
Candidate:
Good morning and thank you for inviting me to this interview. My name is Mr X. I am currently studying business skills for the workplace and working as an HR Intern. Throughout my academics and internship, created a stronger communication, organizational and teamwork abilities. I’m really passionate about HRM because I enjoy working with people and also helping the associations for creating the workplaces that are productive. My main focus is improve my career in HR and also eventually progress into the position of management where I can contribute to the deployment of the employees and also maintain the success of the organization.
Interviewer:
Why you’re interested in working as a HR officer?
Candidate:
I am really interested in this position because this connects with my aspirations of career in the sector of human resources. During my internship, I also gained proper exposure to the procedure of recruitment, management of the employee records and also the HR administration. I really enjoyed for supporting the activities inside HR and also learned the procedure which is really essential for HR is to maintain the organizational success. This is a row which would allow me to expand my understanding, take on the responsibility that is greater command also develop the experience that is practical in employee relations, performance management and also recruitment procedure. I also believe my enthusiasm and willingness to learn would enable me to contribute in a positive way. 

Interviewer:
What do you think about the role and HR officer?
Candidate:
In an association, an HR officer supports different types of functions in human resource. Their main responsibility contains recruitment and selection procedure, maintaining the records of the employees, supporting the employee relations, ensuring proper complaints with the policy of employment, organizing activities for training, and also assisting with performance management. The HR officers also work as a connection between employees and management by allowing to resolve the issues inside the workers and also promoting a positive environment for working. This is a role that needs excellent confidentiality, communication, organizational abilities and also attention to detail.
Interviewer:
What are your main strengths?
Candidate:
One of my essential strength is communication. I feel really comfortable while interacting with different people and also creating positive connections. There are another strength is organization. Throughout my academic studies and internship where I gathered knowledge about the procedure to maintain multiple tasks efficiently by meeting all the deadlines. I am also really adaptable and also willing to learn newer skills. For instance, during my procedure of internship, I quickly learned about the administrative procedures of HR and also adapted to professional expectations of the workplace. These are the essential strengths that allowed me to work effectively with both independent were and also as part of a team.

Interviewer:
What are the areas you would like to develop?
Candidate:
There are one area that II would like to develop is public speaking. While I communicate effectively in smaller groups but sometimes I feel really nervous while presenting to wider audiences. For recognizing this, I actively participate in the presentation inside the class and also seeking for opportunity for speaking during the meeting. I also noticed gradual development in my confidence and also belief that continued practice will allow me to become more effective communicator and future leader. 

Interviewer:
Enlighten me about a time when you worked as part of a team.
Candidate:
During a project Insight University group, my team was required for preparing a presentation based on business sustainability. We divided the responsibility based on the strength of the individuals and also held continuous meeting for monitoring the progress of the project. My role in hair involved researching data and coordinating the communication among the team members. At one stage, we faced challenges because some of the members includes the schedule that is conflicting. I allowed them to organize a virtual meeting and also created shared task lists for keeping everyone updated about all the aspects. As a result, the project was completed properly and successfully and also we received a positive feedback from the mentor. This experience taught me the essentialness of communication, leadership and also teamwork.

Interviewer:
Describe a situation where you had to maintain multiple deadlines.
Candidate:
During my internship, I was creating alignment to the university assessment, responsibility of my internship, and also personal commitments continuously. For maintaining these demands, I prioritize the task utilizing a set deadlines and also schedule for each and every activity. I also broke larger tasks into smaller manageable sections and also continuously debuted the progress of all the aspects. This approach allowed me to complete my academic work on time by fulfilling my internship responsibilities in effective way. The experience helped to strengthen my time management and organizational abilities.

Interviewer:
How would you maintain the employee information that is confidential?
Candidate:
Confidentiality is extremely essential aspect of human resources. If I were maintaining the information and data of the employees, I would highly ensure that all the records are stored securely and also only shared with the personnel who are authorized. I would also maintain organizational policies and also the regulations based on data protection at all times. Maintaining confidentiality allows to create trust between employees and the department of HR and also protects the data that is sensitive from misuse.

Interviewer:
How you maintain a conflict in your workplace?
Candidate:
I always believed that the conflicts inside the workplace needed to be recognized professionally and fairly. The first step is to listen properly and carefully to all the parties who are involved for understanding the situation. I would also remain neutral, gathering the data that is relevant, and also encourage the communication that is respectful. My focus is help the individuals to recognize the solution that is fair and also beneficial for everyone who are involved while following the policies of the organization. The effective conflict resolution helps to contribute to a environment that is positive and also productive.
Interviewer:
Why should our company hire you?
Candidate:
You should hire me because I’m highly motivated, eager to learn new things command also passionate about the position of human resources. I also developed valuable skills throughout my education and also experience of my internship which includes teamwork, communication organization and also problem solving. I am also committed for professional development and always strive for contributing positively to any association that I work with. I also believe my dedication, positive attitude command also willingness to learning new things which would make me a valuable member of your human resource team.

Interviewer:
Do you have any questions for us?
Candidate:
Yes, thank you for asking. I have three questions in my mind:
· What does success looks like to someone who are in this row during the first 6 months?
· What type of training and development opportunities does the association provide for their employees?
· What you enjoy the most about working in this work environment of the organization?
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Curriculum Vitae
Mr. X
Email: 123@gmail.com
Phone:
Location: London
LinkedIn: linkedin.com/
Professional Profile
Detail oriented and motivated Human Resource Professional currently studying at Prifysgol Cymru Y Drindod Dewi Sant (University of Wales Trinity Saint David) and gaining practical experience as a Human Resource Intern at Aldi. The stronger ability of communication, organizational and administrative abilities help to develop through my accounting studies and experience inside the workplace. Passionate about recruitment, relations with the employees and also people management. Seeking for an hour officer position for contributing to the success of the organization by further improving professional expertise in the sector of Human Resources.
Education:
Prifysgol Cymru Y Drindod Dewi Sant (University of Wales Trinity Saint David)
Cert HE Business Skills for the Workplace
Expected Completion: 2027
Relevant modules:
· Business Communication
· Professional Development
· Employability and Career Development Next Workplace Abilities
· Organizational behavior
Work Place Experience
HR intern
Aldi, London, United Kingdom
2026-Present
Key Responsibilities:
· Assisting with the activities of recruitment and selection.
· Managing the Records of the Employee and Documentation of Human Resources.
· Supporting the procedure of onboarding and induction.
· Coordinating the employee data and records for attendance. 
· Assist in organizing the meetings of HR and administrative tasks.
· Ensuring proper confidentiality of employee information.
Key achievements:
· Developed accuracy of recruit management of the employees.
· Supported the functions of HR administration efficient. 
· Improved a stronger knowledge of work HR practices.
	Human Resource Skills
· Employee Record Management
· Recruitment And Selection
· Induction And Onboarding
· HR Administration
· Employee Relations Support
· Data Management And Confidentiality Management
	Professional Skills
· Teamwork 
· Leadership
· Communication
· Problem Solving
· Time Management
· Organization
· Adaptability
· Flexibility
	Digital Skills
· Microsoft Office
· Google Workplace
· Online Research


Academic Projects
1. Business Sustainability project
2. Employability Portfolio
Cover Letter
Application for HR position
Dear hiring manager,
I am writing for expressing my keen interest in the position of HR Officer at Tesco. I am kindly a student of a certificate of Higher Education in the Business Skills for the Workplace At Prifysgol Cymru Y Drindod Dewi Sant (University of Wales Trinity Saint David) and am currently working as Human Resource Intern at Aldi.
Throughout Coal Internship, I have possessed real life experience the sectors of HR administration, employ record management, supporting recruitment, and also activities of onboarding. This experience has improved my organizational abilities, attention to detail, and knowledge of HR professional practices. I also improved stronger skill in communication and timber through both of my academic studies and responsibilities at workplace.
I am specifically attracted to Tesco because this is a reputed association and also a leading employer that provides value to diversity, development of the employee, and also customer service excellence. I also believe that my enthusiasm for Human Resources that is combined with my willingness to learn and contribute would enable me for make the impact that is positive within your HR team.
My studies have provided me with stronger foundation the abilities of business and workplace where my internship has helped me to apply this knowledge in the practical environment. I am eager for further improving my experience and expertise Recruitment, employee relations, and also perform management by providing support to the commitment of test code for making a positive culture at workplace. 
I would eager to welcome the opportunity for discussing how my skills come experience and ambitions connects with the requirements for the opposition of HR officer. Thank you very much for considering my application. I am looking forward for hearing from you.
Yours sincerely,
Mr. X
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