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Full Job Description
Recruitment/Admin Assistant
Bellator Organisation are looking to hire an internal recruitment assistant to join their expanding team. Based in Leicester City Centre, our client is a new customer acquisitions and sales firm, working in partnership with some of the best utility clients in the UK. Our clients are proud to be representing such an elite brand and have a fantastic sales strategy to ensure we provide our clients with a professional, proactive service.
Bellator are keen to hire a recruitment assistant who will hit the ground running, this person will be working closely with the Director and recruitment team to manage the recruitment process across the UK, providing high volume internal recruitment for our sales campaigns and teams.
Skills and Experience Required for this role:
· Experience working in recruitment would be highly advantageous
· Sales minded and target driven
· Fantastic telephone manner
· Highly organised and efficient
· Proactive in your approach
· Outgoing, hard working, and confident
Main Responsibilities and duties involved in this role:
· Using job boards and social media to attract a wide range of candidates for sales positions
· Ensuring high volume recruitment across the board
· Vetting candidates and conducting telephone interviews
· Conducting on-boarding and pre-employment checks
· Consulting with the Operations team and sales managers to ensure forecasted targets are met
· Assisting the Head of HR & Operations with ad-hoc duties as required
We are looking for someone outgoing, confident, and determined. As a business, our clients are enthusiastic about their people and their development, so if you are looking for an opportunity where you can kick start your career and your development in recruitment, please get in touch ASAP with a copy of your most up to date CV.
Job Types: Permanent, Full-time
Salary: £18,000.00-£20,000.00 per year
Benefits:
· Company events
Schedule:
· 8 hour shift
· Day shift
· Holidays
· Monday to Friday
· No weekends
Supplemental pay types:
· Performance bonus


















CV – Tatiana Mocanu
Profile
I am a hardworking student seeking employment. Experienced more than 4 years in administration, warehouse and customer service. Dedicated and organized. Able to effectively reach the tasks. Bringing forth a hardworking attitude, eager to provide quality support in the next legal environment I join. I am a confident individual who actively strives to enhance and learn through a dynamic range of experiences. In addition to my academic commitments, I am a keen participant in activities outside of work such as volunteering within my community to assist others. My experiences thus far have motivated me to work to achieve my common goals. I am also able to work independently as well as effectively in a group. I am also looking to continue to build my skills and experience in a full-time role and in addition to this, I am keen to explore work opportunities to enhance my experiences. I am also a very quick learner and keen to learn new skills and abilities in order to achieve a lot more than my potential, furthermore, I like to push myself to my limits because I would like to achieve my full potential in all my jobs. 

Employment history
Jan 2022 – present          Healthcare Admin                                            Leicester
Responsibilities:
· Managing the administrative aspects of the recruitment process
· Uploading vacancies onto the internet, website and social media platforms
· Uploading and tracking the vacancies through the recruitment portal
· Assisting with managing the recruitment supplier list
· Providing initial screening of direct candidates to the specification
· Assisting with arranging interviews
· Providing reports on recruitment activity


Jul 2020 – Jan 2022          Operative, COVID Test Centre         Leicester
Responsibilities:
· Working with a wide variety of customers on a day to day basis.  
· Communication has improved since I started this job as I would be communicating with people from different walks of life. 
· We are also required to do some form of cleaning throughout the day; therefore, my personality has improved a lot more. 
· My organization skills have also improved as we are required to make up test kits from scratch from time to time. 
· Organizational skills have been improved as I would be maintaining the database, performing a physical count of inventory, and recording purchases.
· Covering the supervisor position to keep all activities and outputs of the Testing Centre and ensuring all staff's safety helped me gain managing experience.

Aug 2017 – Jul 2020           Operative Warehouse, AMAZON           Coalville
Responsibilities:
· Worked well independently and on a team to solve problems.
· Served as a friendly, hardworking, and punctual employee.
· Picking and packing.
· Recording any damaged, missing, or faulty goods.
· Organized and prioritized work to complete assignments in a timely, efficient manner. 
· Solved problems that an associate encounter with inventory; including printing ASIN labels, damage out products, and adding expiration dates to food and health products.
 
Education
2011 – 2015 Diploma of Highschool in Galati, Romania
2020 – English Course, Escape Campus
Jan 2022 – ongoing – CERTHE Skills for the Workplace, Birmingham 















Cover letter

Tatiana Mocanu
22 Westcotes Drive, LE3 0QR, Leicester, 07864398686, taniamocanu29@yahoo.com
October 23, 2022
Liza Green, HR Director
Leicester

Dear Ms. Green,
I am writing to apply for the position of admin assistant as advertised on Indeed. My professionalism, good communication skills, and experience make me a perfect fit for the position. I am eager to become a valued member of Bellator Organisation.
I have worked as an admin assistant for 1 year, and during that time I have been tasked with handling different administrative duties including filling documents, maintaining records, managing incoming and outgoing post, responding quickly to emails and calls. As per the requirements for the position at Bellator Organisation, you will notice in my resume that I can work in a challenging environment, under pressure and have lots of different tasks on the go at any time.
In my current role as an admin assistant at Synergy Recruitment, I managed to hire a significant amount of people in a short time and handled all the tasks required to the right standard. Experience has taught me to communicate better and to be more organised.
I am thrilled to be applying to Bellator Organisation because I admire your professionalism and the quality provided to your customers. As the admin assistant, I will remember I am representing your organization and provide high standard services. In this way, I am certain I will be of the greatest benefit to your company.
Please find my resume attached. Feel free to contact me via email or phone call if I can be of any further service.
Thank you for taking the time to consider my application. I look forward to hearing from you.
Sincerely, 
Tatiana Mocanu 
