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Position: HR assistant 
Company: Amazon
Location: Swansea 
Type: Full time permanent 
Company description: Amazon Logistics, or AMZL, handles ‘last mile’ delivery duties in partnership with third-party distribution businesses. We use creative ideas and ongoing development programs to have millions of actual products in our consumers' hands. Our goal is to make our customers’ delivery experience as smooth as possible and roll out global delivery solutions for our newest concepts, like Amazon Fresh, Prime Now and Amazon Restaurants. There are two sides to what we do. Millions of products are processed by our "under the roof" associates before being sent to our delivery teams. Our staff is helpful and people-oriented, especially since many of us work late into the night. We focus mostly on operations, with 24/7 shifts in most of our locations. Meanwhile, our ‘on the road’ people work with Amazon Flex - a network of delivery contractors. We keep raising the bar for customer service every year by adding new and different delivery services. We are always looking for new ways to deal with logistics problems that affect the whole industry and fresh ways to cut down on our carbon footprint. Our portfolio of innovative cars, including electric vehicles, and cutting-edge technology help us do just that. 
[bookmark: _Int_l62dGBh1]Job summary: One of the many reasons Amazon raises the bar on customer experience is because HR makes sure we have the best team behind us. Our employees need to be able to change with the times so that we can have the right people in the right numbers to meet the needs of our customers. As an HR assistant, it will be your job to keep our employees motivated and interested in their work by giving them an excellent work experience. Working as part of a team means you will get to share ideas and learn from others to grow your career. This is not a traditional office role, as you will be working on-site and have direct contact with our warehouse teams. If you work in a different location, you might switch places with other HR assistants. This could mean getting people's feedback, planning activities to get them enthused about new ideas, or helping to make the workplace a place where everyone feels welcome to bring up any HR-related queries.

Key responsibilities: 
· Work closely with management and HR leaders on projects that involve people to make the workplace interesting.  
· Handle day-to-day HR Mailbox & assign requests
· Manage absence administration, including collating sick notes and RTW documentation, updating the absence spreadsheet, updating, and administering Statutory Sick Pay, monitoring employee absence levels, and advising managers’ regarding trigger levels
· Administration of maternity, paternity, adoption, shared parental leave requests
· Organise and collate information, e.g. investigation notes, absence reports
· Managing and organising occupational health schedules, which includes sending out invitations, keeping track of reports, and setting up follow-up meetings
· Act as note taker within meetings
· Preparation of invite and outcome letters
· Preparation of meeting agendas and action lists
· Do audits to make sure that HR best practices, business processes, data protection, and local employment law are all being followed.

BASIC QUALIFICATIONS:
· Relevant experience in HR, Employee Relations, or Payroll 
· Advanced proficiency in both written and verbal En language
· Relevant experience of communicating with a wide range of stakeholders, including your peers and leadership 
· Experience working with the MS Office suite (Word, Excel, PowerPoint, Outlook) in a professional environment

PREFERRED QUALIFICATIONS (but not essential):
· Experience in handling new-starter processes and related admin
· Basic experience working with basic employment law and HR/payroll practices
· Professional, confidential, with a friendly, helpful attitude
· Ability to multitask, and cope with changing priorities
· Flexibility (in terms of approach to work, working hours, scope, and role)


Benefits: 
· A competitive salary and pension scheme (with Life Assurance)
· Sick pay
· Private dental insurance
· Private medical insurance
· Health & wellbeing programme
· Free flu jabs
· Tailored training and career development opportunities.
· On-site restaurant
· Access to free fruit on a weekly basis
· Free parking in a secure staff car park
· Cycle to work scheme
· Employee discount 
· Referral programme
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Roksana Gizynska                                                                                                                                          Address: Copperworks Road, Llanelli, SA15 2EW                                                                                         Mobile number: 07715453904                                                                                                                     Email: roksanagizynska86@gmail.com                                                                                                     Date: 13.03.2025
To Hiring Manager                                                                                                                                                 Amazon, CWL1 Swansea 
Subject: HR Assistant Application Position
Making an application for the HR Associate offer in our FC excites me. With a solid history in operational support, employee relations, and HR administration, I am pleased to provide my professional abilities to enhance workplace compliance and involvement at our company. As an Amazon employee, I have personal knowledge of our busy environment and appreciate the importance of effective HR procedures in helping associates as well as company objectives.
From past positions, I have efficiently handled administrative tasks, including employee recordkeeping, payroll support, and absence management. Just before I moved to the UK, I worked as an assistant manager at Lidl, where I was responsible for duties such as recruiting, onboarding, scheduling, and labour law. I would be ideal for this position because I am capable of multitasking and maintaining discretion in managing confidential employee data. I have ambitions about establishing an inclusive and interesting workplace; I also have solid knowledge of using Microsoft products such as Word, Excel, PowerPoint, and Outlook. I also have an ESOL certificate proving my level 2 English in writing and speaking completion. My enthusiasm for employee engagement initiatives and my interest in planning outdoor events for family and friends match well with Amazon's commitment to workplace culture. My passion for work-life balance and employee wellness programs additionally stems from my apparent Zumba exercise classes and curiosity in beauty and well-being. 
Bringing to your team my HR knowledge, administrative skills, and positive energy will be greatly valued. The opportunity to speak about how my helpful attitudes contribute to Amazon's HR success would be much appreciated. Please find my CV attached for review. I look forward to your response and the possibility of an interview.
Thank you for your time and consideration.
Kind regards, Roksana Gizynska
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                           Roksana Gizynska
              Address: Copperworks Road, Llanelli, SA15 2EW                                          Mobile: 07715459304 / Email: roksanagizynska86@gmail.com

Personal Profile
Highly motivated and flexible professional with extensive experience in shift management, quality control, and customer service. Ability to work effectively in fast-paced environments such as warehouse operations and HR administration. Proven attitude to handle administrative tasks, maintain employee records, and assist in onboarding processes efficiently. Adaptable, reliable, and an excellent team player with effective communication skills. Currently seeking a dynamic HR Assistant position to utilise my organisational skills and contribute to a positive and engaging workplace.
Professional Experience
October 2021 – Present, Amazon Uk, CWL1 Swansea                                                       Warehouse Operator
· Managing and organising warehouse inventory, including stowing, picking, and packing. 
· Ensuring efficient operations in customer-related departments. 
· Adhering to health and safety regulations and company policies. 
February 2019 – September 2021, Papa John's Pizza, Llanelli                                                      Shift Runner / Manager
· Managing employee scheduling, training, and performance monitoring.
· Providing leadership and resolving staff concerns to maintain a productive work environment.
· Handling administrative tasks such as absence tracking, payroll support, and employee engagement activities.
· Overseeing daily operations, ensuring compliance with company policies and health regulations.
August 2017 - January 2019, Smart Solution Recruitment, Swansea                                           HR Assistant
· Supporting recruitment efforts, including pre-employment checks, and onboarding.
· Assisting HR leaders in managing employee records and compliance documentation.
· Assisting in recruiting employees 
March 2009 - February 2012, Lidl, Poland                                                                                               Store Assistant Manager
· Supporting HR functions, including recruitment, onboarding, and employee relations.
· Managing store operations, ensuring adherence to company policies and labour laws.
· Handling employee scheduling, payroll assistance, and customer service management.
Education 
2024 - 2025 Certificate of Higher Education in Employability Skills, Level 4              University of Wales Trinity Saint David, Swansea Business Campus   
2023 – 2024 Spanish Beginner & Exploring Languages and Cultures, BA Honorus Languages Studies, Open University 
2002 – 2006 Tourism and Hotel Industry, A -Levels in Maths, Polish, English, Biology and Geography, Agriculture and Tourism College, Bydgoszcz, Poland 

  Qualifications & Skills 
· Experience in administration, quality control, and store management. 
· Strong organisational and communication skills. 
· Hard-working with ability to multitask and adaptable in fast-paced environments.
· Experience in handling new-starter processes and employee documentation. 
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint). 
· Knowledge of HR compliance, employee relations, and payroll practices. 
· Multilingual: Fluent in Polish, English (Level 2), and beginner Spanish. 
· Full UK driving license.
Additional Information & Interests
                                                                                                                                                                                              I Enjoy organising outdoor activities for family and friends, bringing people together to create lasting memories and strengthening relationships. Staying active is important to me, and I attend Zumba fitness classes twice a week to maintain both physical health and a positive mindset. I also have a keen interest in beauty and personal care, exploring the latest trends and products that enhance well-being and self-confidence.
References 
Available upon request.





