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COVER LETTER

Mirela Nicoleta Paval 
 Email:  nicollematei@yahoo.com
 Telephone:   07792144941            
 Address:  BS15 9SN, Bristol, United Kingdom  



HITACHI RAIL COMPANY LTD
Unit 2 I O Centre Moorend Farm Avenue, Bristol BS11 0QL 
0117 916 0890


Dear Hiring Manager, 
I want to be considered for HR Advisor at Hitachi Rail Company as advertised. It is a wonderful opportunity for me to continue my progression in HR which started 3 years ago. I possess the necessary skills and experience to excel within the role. However, I am willing to utilize all learning opportunities available to me as it is integral to my personal self-development within the company. Your company has great values as well as excellent employee benefits and would be a suitable place for me to continue my career.
In my most recent roles as well as being responsible for the day to day admin duties, I have also been responsible for keeping track of all payroll changes, preparing and processing monthly payroll, checking the final payroll reports before committing to ensure that all the variations have been correctly captured and investigate any changes on the payroll report that were not submitted by HR. Also, within my roles I have been responsible for the employee life cycle, managing parental leave, tracking absences, managing benefits, and advising on salary sacrifice. 
As HR Generalist I have gained confidence in guiding managers through grievances, disputes, disciplinary and leading employee relationships cases while maintaining the ACAS code of practice. 
I have experience in recruitment, such as resourcing for candidates, placing job adverts, reviewing, and drafting job descriptions, shortlisting candidates, interviewing candidates, overall taking the lead on the on-boarding and off-boarding process. 
I am friendly, approachable, and personable, so I can make and maintain relationships with internal and external stakeholders. 
I studied Law and Sociology at University, specializing in Sociology where I gained analytical skills, communication skills, problem-solving skills and understanding of society. However, over time I realized that HR is much more appropriate for my personality, so I finished level 5 CIPD associate qualification. 
I hope to get the opportunity to continue with my goals. 

Thank you for the consideration of my application.


Sincerely,
 
Mirela Nicoleta Paval













MIRELA NICOLETA PAVAL 

 Email:  nicollematei@yahoo.com
 Telephone:   07792144941            
 Address:  BS15 9SN, Bristol, United Kingdom                                           
        

HR Generalist with over 3 years’ experience across HR, onboarding, recruitment, payroll, ER and HR projects. A fast learner with an excellent work ethic which has been vital to succeeding in a fast-paced environment with demanding targets. I am seeking an opportunity to use the key skills I have obtained to support and add value to a service-based business as well develop as a HR professional.
 
Employment History  
  

February 2022 – Present	
               
HR Assistant                                                                                                     Orsted UK

· Supporting all aspects of HR duties such as; new starter admin, probations, references, induction, Onboarding, employee changes, annual salary, and bonus reviews
· Advising managers and staff on HR policies, procedures, and processes,
· Ensuring that all contracts are issued the align on the correct terms and conditions
· Conduct investigations and resolve workplace conflicts while maintaining a positive compliant work environment 




 February 2021 – January 2022	

                 	          	                                                                    
Talent Operations Assistant (HR)                                                              Publicis UK

· Main point of contact for all HR queries, employee relations, benefits, pension, conflict & payroll, company’s policy, 
· Managing employee lifecycle (starters, leavers & transfers), onboarding, contracts, exit interviews, maternity, paternity, adoption leave and shared parental leave, desk assessment, 
· Processing monthly payroll cycle, checking, and approving monthly payroll reports
· Coordinate pre-employment screenings, background checks, and reference checks as part of the hiring process.

May 2018 – April 2019 							             
Executive Administrator                                                                           John Lewis 

· First point contact for over 800 contractors and dealing with their queries
· Onboarding, credit checks for companies & right to work on contractors, issuing contracts,   
· Processing high volume of invoices daily 
· Running payrolls for all contractors via Merit payroll
· Manage daily operations of the office, ensuring smooth execution of administrative duties and office tasks.



Education History  

October 2024 -present

UNIVERSITY OF WALES, Trinity Saint David -Cardiff, Wales 
· CERTHE Employability skills
Key modules: Academic skills for digital Era, professional career development, digital skills for personal development and business growth, effective teamworking and communication 
	
September 2003-July2007

Degree: Sociology

UNIVERSITY OF LAW AND SOCIOLOGY Transilvania, Brasov, Romania
Key modules: Sociology,Anthropology,Politics economics,Psychology, Social policy, Statistics 

Courses:

January 2021
· Level 5 CIPD associate member
Key modules: Pople management, organizational, learning and development 

3 February 2019- 28 April 2020
Human Resources Inspector (reviewer)

	


 Systems Experience
 
· HR Systems (e.g., SAP, PeopleSoft, Altair, Merit payroll)
· [bookmark: _Int_yMdKW64r]Microsoft package; Excel, Word, PowerPoint, and Outlook.  

References available on request.

JOB DESCRIPTION –HR ADVISER 
  
Hitachi Rail’s Company LTD is searching HR Adviser
Location: Bristol but happy to consider candidates across the Uk | Salary: £30,000 - £35,000 (Competitive, based on experience)
Benefits:
· Company pension                                     
· Private medical insurance
· Life insurance
· Bereavement leaves
· Canteen
· Company events
· Health & wellbeing programme
· Paid volunteer time
· Free parking

 Your new role

As an HR Adviser at Hitachi Rail, you will play a key role in providing comprehensive HR support to our operations, ensuring the effective management of human resources across the business. You will work closely with both leadership and employees to ensure HR policies and practices are aligned with the company’s strategic objectives and compliance requirements. This role will focus on employee relations, recruitment, performance management, and fostering a positive work culture. The role will require site-based presence over a few locations so the requirement and willingness to travel is essential. There will also be occasional remote/home working permitted.




HR Advisor responsibilities include:

· Act as key point of contact to clients within their business area – supporting the HR Business Partner by executing activities that will deliver the people strategies.
· Deliver solutions for tactical people issues (in conjunction with agreed approaches at the more senior HR level for more complex matters), ensuring consistency in application of policy, process and practice is achieved across HRL.
· Supported by L&D, execute agreed development opportunities and initiatives born from talent management activities.
· Advise on pay and reward activities and support the HR Business Partner by gathering and preparing information that will facilitate associated cyclical activities.
· Act as an “in team” champion / support on company values and behaviors.
· Provide objective challenge to the business, offering pragmatic guidance and advice on employee related matters across the generalist remit in accordance with policy, legislation and HRL people strategies.
· Case management on employee relations matters, e.g., absence/sickness, performance/capability, grievances, disciplinary, maternity etc. (in conjunction with agreed approaches at the more senior HR level for more complex matters).
· Build effective relationships with key internal partners.
· Proactively manage the output of any people issues related to key change decisions, delivering in an appropriate and respectful manner.
· Support business change and continuous improvement by supporting the delivery of HR initiatives.
· Manage operational HR activities for client area, e.g., payroll checking.
· Participate in HR Projects for specific HR initiatives connected to our People & Teams Strategy.
· Be adaptable to change, supporting the HR Business partner in effectively facilitating change.
· Employee relations and Subject Matter Expert areas of support: -
· Maintain and develop HR policies and process maps that reflect HRL policies.
· Contribute to the successful use of performance management systems.
· Ensure effective transactional HR activity is maintained.
· Ensure appropriate communication at all staff levels.
· Active role on wellbeing initiatives across the business.
· Ensure accurate data is captured and shared with relevant stakeholders (managers & HR colleagues).
· Generalist HR Activity, including supporting: -
· New starter processes.
· Delivery of Induction programmed for new hires.
· Probationary review process.
· HR Project Responsibilities:
· Support the Project Manager with the communication and change management plan, offering knowledge on local challenges and expectations in implementing change.
Other general responsibilities: -
· Be aware of and actively promote and implement Hitachi’s ethos, culture, and values.
· Adhere to the Hitachi Rail’s Equal Opportunities Policy.
· Comply with and implement Hitachi Rail’s Health and Safety policy.
· Undertake any other reasonable duties and responsibilities as may be required.
· Stay abreast of industry trends and legislation to ensure we are legally compliant.
 
Essential Requirements
 Applicants should be able to demonstrate the essential requirements listed below:
 
· Experience of managing employee relations and performance management.
· Excellent Employment Law knowledge.
· Ability to be proactive and work on own initiative.
· Accuracy and attention to detail, whilst working under pressure.
· Proven ability to work with ambiguity and retain strong organizational and multitasking skills.
· Able to operate in a confidential and sensitive manner.
· Ability to communicate effectively both orally and in writing with people at all levels.
· Ability to find solutions and resolve conflicts.
· Competent user of Microsoft Office and HR information systems.
 
Qualifications
· Degree educated or equivalent experience.
· Minimum of working towards CIPD qualification.
 




