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Adriana-Camelia Grigore
grigorea182@gmail.com

I am a dedicated and hardworking professional. I always keep a positive attitude. I am able to work independently on my own initiative but also as part of a team. I like a challenge and I’ve always been a quick learner who can pick up new processes easily and can hit the ground running. I enjoy working in busy environments and working creatively.
[image: ]

Skills	● Basic Windows operating system
· Ofﬁce suite knowledge
· OneDrive and cloud services
· SAP knowledge and stock systems
· Social networks knowledge (advertising and marketing on social media)
· Basic medical skills
· Bartender skills
· Team worker
· Fast learner
· Problem solving
· Strong supervisory and leadership
· Time management
· QuickBase
· Bullhorn 
· Workday                        
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Experience	Planet Pharma / Payroll Administrator
 November 2021 - PRESENT, Birmingham City Center 

· Account receivable - Based on the remittances sent by the client, I am allocating payments in
             Workday system and send a full report to directors.
· Aged Dept - Once the client invoice has been sent out, they've been offered a limited term to
              pay the invoice. If the invoice is due to pay, I contact clients and chase them
              for payments.
· Creating a database for payroll - I am creating data-based for all   clients/freelancers
             contractor/umbrella companies and download them as excel versions. Once all      data based is downloaded in excel, I transfer everything in google spreadsheet and share it with recruiters
and manager for chasing up. For this, I'm using software Bullhorn and QuickBase
· Dealing with all umbrella companies' queries and sending consolidating reports out, such as
contractors' hours/days worked, expenses bonuses and projects descriptions
· Responsible for sending invoices out to the clients once payroll end
· Responsible for raising invoices for permanent placements internal and external
contractors
· Responsible for managing three accounting inboxes for three different companies under The Planet
Group
· Responsible for replying to all contractors' emails promptly.

· Responsible for training new employees, travelling to London is essential for training.
· Contact all recruiters to arrange contractors' changes and for any updates
regarding bank details/payments/submission deadlines.
· Responsible for processing payments and adding them to the bank
 

                                          GXO ASOS / Warehouse Operative
October 2021 – November 2021, Lichﬁeld
· Packing items
· Checking goods for missing or damaged items
· Being proactive and responsible for Health and Safety onsite to help minimize risks, hazards and incidents .

HERMES / Parcel Sorter
September 2021 - September 2021, Nechells
· Separate parcels into the right locations
· Scanning the parcels and adding into the right containers
· Checking goods for damage items

Kitchen Craft / SAP Administrator/Team Leader Assistant
June 2019 - July 2021, Aston, THE HUB
· Manage the release of orders to generate outbound work for warehouse
· Effectively communicate to Pick & Despatch teams to ensure priority orders are processed in timely manner
· Input information into SAP, using various transactions as and when required
· Print relevant SAP documents, manually created forms from templates, labels and manifests
· Despatch customer orders utilising the correct transport channel via parcel, pallet or general haulage based on a rate matrix check system
· Book orders by phone, email and online portals
· Maintaining and share excel spreadsheet with customer details with other departments as appropriate
· Enter consignment details into SAP and WMS as soon as order is despatched
· Providing guidance and making suggestions according to day-to-day problems
· Participate in meetings for a better approach and better environment in dealing with workers.
· Responsibility in maintaining tidy, motivating and inspiring the team by creating a positive environment.
Secondary Role
· Invoicing & conﬁrming orders - implement invoicing procedures managing databases and handling client requests. Sorting all the errors and double check to ensure the customer receives all the products ordered at best quality
· Inventory Stock - Solving discrepancy and up-to-date quantities physically into the location, investigating missing items
· Stock consolidation - Checking all locations with same products to transfer physically into another location but also into the system and release locations for the new comings products
· Inbound Department - Dealing with drivers to guide them to the right bay, taking the documents and add into SAP, managing problems with suppliers and missing quantities
· Problem Solving - Communicate with all the departments when problems arise and ﬁnd the best solution.
· Orders Investigation - Been assigned when a complaint arises from a customer to investigate every step has been made by picker and packer to determine where was the issue and to communicate the results to the FLM
· Picking & Packing


Shop & Go / Shift Head
2017 -2018, Bucharest, ROMANIA

· Dealing with incoming orders - Checking if everything that has been ordered arrived at the best quality and in a good condition
· Placing orders - The order must be placed by taking into consideration the weather, any religious holiday or normal holiday, seasons and best products. Marketing strategies applied
· Dealing with the employees wage, as software used based in this chain of stores was ARTEMIS
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Education	University of Wales Trinity Saint David/ CertHE Skills for the Workplace
2020 - 2021, Birmingham Business and Management

School 163 / National College ‘’ Gheorghe Lazar’’ Baccalaureate in Social Sciences
Bucharest, Romania
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Language	Romanian - Excellent written and speaking
English – High levels spoken and written

Interest and Hobbies - Spending my spare time reading, watching netﬂix go to the cinema but traveling deﬁnitely is the best hobby I have.





Cover Letter



 Dear Ian Hinchey 
              

As an enthusiastic and ambitious Payroll Administrator, I would like to express my interest in your Payroll Coordinator position, advertised on the indeed.com website.
Your selection criteria are based on a solid concept that makes me feel excited about your offer. Taking into consideration your needs and mission, the position’s responsibilities and requirements, I can clearly state that being accepted as part of your team, will make a difference and will be a big step in my career.  
My one-year course in Skills for the workplace, along with two years of work experience in the accounting department, has prepared me to be a successful Payroll Administrator and the perfect fit for your team.
Being a motivated individual, I bring a comprehensive set of skills which distinguish me from the other applicants. Among my valuable skills are my high level of attention to detail and the ability to behave under pressure in any situation, the ability to work on my own as well as in a team, my professionalism, problem-solving skills and a wide knowledge of Microsoft Office.
My goal is to contribute to the company day to day activities by applying myself with passion and trying to improve my knowledge as it will help me accomplish my responsibilities more efficiently.
In conclusion, I would like to thank you for considering my application. I would be delighted to have the opportunity to demonstrate how valuable I can be to your organization. I am available to discuss should you need further information.

Sincerely 
Adriana Grigore
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Payroll Coordinator

Milestones Trust okoksess 51 reviews
Staple Hill BS16
£25,768.a year - Fullime.

BT

fanhinchley@milestonestrust.org.uk

Milestones Trust is committed to the safeguarding and welfare of al the individuals that it
supports, it expects the same commitment from all employees. If successful at interview an
enhanced DBS check wil take place. (Formerly CRB) A criminal record is not necessarily a
barrier to recruitment. Committed to Equality and Diversity for all. Registered Charity No.
294377,
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Payroll Coordinator

Milestones Trust okoksede 51 reviews
Staple Hill B516.
£25,768 2 year - Fulltime

Apply now <

Job details

salary
£25768 2 year

Job type
Fulltime

Benefits
pulled from the fuljob descrpton

Company pension | | Employee discount

Full Job Description

37 hours per week
£25,768 per annum + excellent benefits
Closing date: 24ch Juy 2022

We have an opportunity to give you the satisfaction of paying people for their valuable work in
supporting others to live fulfiled and independent lives across our Residential and Supported

company Info

Milestones Trust
Fede R vr vy 51 reviews

We support people with learning disabiltes
mental heakh needs, dementi, and those with
complex behavoural needs. We offer a rang.
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Payroll Coordinator
Milstones Trust ks 51 reviews
Staple Hill BS16

£25,768 2 year - Fullime

T

supporting others to live fulfilied and independent lives across our Residential and Supported
Living Services. What you do will make a real difference and help others make a real
difference, too!

We are looking to recruit an enthusiastic, highly motivated and organised payroll professional
toJoin our payroll team, responsible for processing pay for 1000+ employees and casual
‘workers on a monthly basis

Itis very much a hands-on ole, processing end to end to payroll including checking
timesheets, starters, leavers and statutory payments. There wil also be elements of providing
customer service.

Itis a great time to join the HR Department at Milestones Trust with plenty of opportunity to
develop skills and contribute to new ways of working.

‘As a Payroll Coordinator, your responsibilities willinclude:

+ Providing support to the payroll manager for processing the payroll each month

+ Working closely with the other payroll coordinator to ensure the entire payroll is run
smoothly

+ Provide excellent customer service to internal and external stakeholders

+ To undertake other administration duties as required of the department and in line with
role

‘The successful Payroll Coordinator wi

+ Have experience of working in a payroll function, including pensions
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Payroll Coordinator
Milestones Trust ke 51 reviews
Staple Hill BS16.

£25,768 2 year - Fullime

T

+ Have experience of working in a payroll function, including pensions
+ Have experience of using computerized HR/Payroll system

+ Have strong knowledge of Microsoft Office, including Excel

+ Show nitiative and enthusiasm towards the role

Here at Milestones Trust we recognise that without the hard work, commitrent and passion
of our staff, we wouldn't be the charity we are today. That's why we are committed to
rewarding you with a competitive pay and benefits package including:

+ 30 days Annual Leave Entitlement

+ Access to an Employee Discount Platform from Day 1, with discounts and cash back for
hundreds of retailers.

« Refer a Friend Scheme earning you up to £750

* Company Pension

+ Job Satisfaction

+ Generous Occupational Maternity/Paternity pay

+ Learning and development opportunities for you to build your career

+ Health Cash Plan on completion of probation giving you access to a minimurm of £695
cash back for healt treatments e.q. Dental, Therapies, Optical, Maternity/Paternity, NHS
Prescriptions etc.

‘We pride ourselves with being able to offer staff opportunities to develop and progress their
careers within the Trust.

For aninformal discussion about the job role please contact Ian Hinchley, Payroll Manager , at
fanhinchley@milestonestrust.org.uk
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