
Job Advert 

Looking to kickstart your HR career within a reputable and respectable company ?

Due to current growth,we are seeking an energetic, dedicated and likeable person to join our HR team as an HR Associate.
The HR Associate will serve the role of front-line support , be it internal or external.
HR Angels is one of the top 3 HR agencies to work for in the UK.

Your Contribution
As the initial point of contact for inquiries about your process area of accountability, you will ensure that all requests are completely understood by offering prompt, effective customer service. When cases are escalated, you will communicate while working within service level agreements. You will also be in charge of accurately gathering case information and employee data, disseminating general guidelines on policies and practises, and responding to inquiries based on FAQs. You will also be asked to record and track cases in the case management system, assigning a severity level and following through to ensure that cases are resolved and that service level agreements can be measured, as well as to provide feedback and suggest improvements in your area of responsibility.


Desired Skills
• Strong problem-solving abilities
• The ability to prioritise their job, pay close attention to detail, and like working in a hectic, fast-paced atmosphere while balancing speed and accuracy.
• The need for more European languages (list of languages provided).
Experience in human resources or customer service is preferred but not required.
• The ability to actively listen; • The ability to ask questions based on end-user scenarios; and • The ability to exercise judgement in all situations involving employees.
• Managing a changing workload while multitasking
• At least 2 spoken languages fluent

More about HR Angels
In the UK, SMEs can turn to HR Angels for specialised, individualised HR consulting services and solutions.

Our team, which includes more than 45 HR Business Partners, has been carefully selected to guarantee that we offer our clients a comprehensive HR Service, depth of expertise, and wise counsel covering every facet of HR and the whole employee lifecycle.

Your priorities and issues related to people are being taken care of thanks to HR Angels, which also offers you knowledge and peace of mind.

Collaboration is important at HR Angels due to its focus on partnerships. We will match you with a committed HR Business Partner who will get to know your company and its employees well.

This is a full time position, working hours are Monday to Friday 8AM until 4PM, salary up to £26,000 per annum depending on experience, you will also be offered a car allowance after passing the probabtion period. 
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Cover Letter 





Dear Anna,

I would appreciate the opportunity to interview with your company, please find enclosed my resume for your review.
This is in response to the HR Associate role in your reputable firm HR Angels. Please find enclosed with this application my cover letter to express my interest in working with you.
I am an active, energetic and hard working person. I enjoy accepting new challenges and thrive under pressure.  I am looking for an active and interesting job, which I understood from the job description that this is  exactly the job I was seeking. 
I believe that my skills, combined with my desire to achieve success, to improve my knowledge and to be part of HR team are some of the skills that you are looking for, as some of them are listed in the job description.  I am proficient with computers and also possess good presentation skills.
I tend to bring people together and I am great conflict diffuser , which is vital in HR because you are dealing with complaints , compliance and so on.
I am looking to be an asset within your company as I tend to be the 1st to arrive and last to leave. If this behaviour is the type of behaviour you are looking for when hiring for this role , please do not hesitate to reach out via email or phone as detailed below.

Your Sincerely,
Mihaela Birgau

Email : mihaelabirgau@yahoo.com
Phone : 07714789535

































 Mihaela Birgau
                                                     mihaelabirgau@yahoo.com
                                                     Fazeley, Tamworth B783ST
                                                                   Romanian
                                                            EU Settled Status
                                                               07714789535



Personal Statement 
I am a naturally curious person and I enjoy being part of a team. I am very systematic and will find ways to improve on the work I am doing. I like dealing with the small intricate details in compliance , helping create policies and much more.I’m an excellent team player, always willing to help and taking initiative when it’s required.

Work Experience

GXO, Tamworth, HR Assistant (full time)
03.2022 - Current
Full time work undertaken as HR Assistant in a Logistics Company based in Tamworth. My daily duties included the following : 
- assisting with day to day operations regarding the HR functions;
-  keeping up to date records for the employees,;
- additional duties include clerical support for HR Executives;
- occasionally recruiting for internal purposes;
- which included posting job ads;
- assist in the process of creating SOPs in order to keep track of company standards;
- partaking in almost daily HR project engagement such as setting up meetings , surveys , projects etc.


CEVA Logistics, Coleshill, Customer Service (full time)
09.2020 - 02.2022
Full time work undertaken as Customer Service in a Logistics Company based in Coleshill. Daily duties included the following : 
- receiving and dealing with all initial customer communications, by phone or mail every day;
- guiding all customer issues to a satisfactory conclusion;
- creating and maintain customer call logs, discrepancies, mails;
- resolve any customer grievances and provide solutions accordingly;
- escalate calls to relevant departments when required;
- verifying every time if the orders that has been required were done to send them out.


Extra Personnel, Tamworth, Administrator (full time)
05.2017 - 08.2020
Full time work undertaken as Administrator in a Recruitment Agency based in Tamworth area. Daily duties included the following:
- greeting visitors;
- managing the meetings, appointments, diaries etc. ;
- storing the appropriate information in paper and or digital form when needed;
- organizing office documentation in advance based on what the day looked like
- dealing with inbound and outbound calls and high volume of emails
- Making special arrangements such as travel , accomodation , leisure etc.



Education
•09.2013-09.2017 - University College Birmingham
•Economy Highschool ‘’Ion Creanga’’ Romania 

Qualifications
• BA(HONS) 2:1 Business Management

Hobbies
• Travel
• Making DIY small paintings
• Reading 

References upon request


