

Roxana Ionela Holtea
Professional Career Development
Student ID:2129732
Course: Certificate of Higher Education in Skills for the Workplace
Module: Professional Career Development
Module Code: BMSW 4005
Module Coordinator: Dr Kingsley Omeihe
UWTSD Birmingham
Mock interview 
By Roxana Holtea

























1.CURRICULUM VITAE


Roxana Ionela Holtea
B712QL
Coles Lane ,Birmingham 
07895035226 | 2129732@student.uwtsd.ac.uk 
PROFILE
I am adaptable, trustworthy, and have impeccable time management abilities. I am a person who works hard and is energetic, independent, dependable, and responsible. I am a committed team player that can handle any difficult circumstances. I can operate well both independently and in a team setting.

EDUCATION & QUALIFICATIONS
University Of Wales Trinity Saint David - Foundation degree Skills for the work place	2023
I haven´t completed my degree yet. 

Suarez Somonte - 4 eso I received a merit-based promotion after graduating.	2016
I graduated from high school in Madrid. 

Scoala Generala Nr 1 Albeni - GENERALA 10 for all subjects	2012
WORK EXPERIENCE
HR Coordinator | GXO	Nov 2021 to Present
In all corporate sites, the human resource coordinator supports and streamlines the human resource procedures. This position serves as a contact between employees and insurance companies and administers employee health and welfare plans.
· Recruiting, personnel record-keeping, and payroll processing are the key responsibilities of HR coordinators. They also organise workplace training sessions and produce reports on HR activity as part of their administrative responsibilities.
Recruitment Coordinator | Red Rock	Apr 2020 to Oct 2021
Connect job-suited candidates with positions.
· Coordination of the shortlisting process and interview preparation is their responsibility. This includes setting the timetable, calling potential candidates, sending invitations, and coordinating with managers to make sure that all paperwork is received before the interview.
Manager | COC	Mar 2017 to Mar 2019
Since 1996, Company of Cooks has worked with some of the UK's most beloved venues, delighting customers and clients alike with great food and drinks, brilliant service, and an absolute focus on the details that distinguish good restaurants, cafes, and bars from great ones.
· I make sure that the designated department, store, or area has enough workers and supplies, complies with quality and service standards, boosts sales and market share, and assists the company in achieving its objectives. They carry out a variety of different responsibilities to make ensuring the company is successful, including recruiting and training staff, assisting in the development and implementation of business strategy.
ADDITIONAL INFORMATION
Languages – English; Romanian; Spanish
Technical skills 
INTERESTS
VOLUNTERING
BLOOGGING
MENTORING AND COACHING
READING
TRAVELING

REFERENCES
Mike Lucy | Owner Company of Cooks 3rd Floor, 10 Bloomsbury Way, London WC1A 2SL

Florin Dumitru | GXO Shift Manager dflorin202@gamil.com

Dani Dimitrova | Manager Red Rock 07832176501
JOB ADVERTASMENT














2. JOB DESCRIBTION

HR Coordinator
LONDON
£25,000 per annum
Permanent
Posted recently.

Profile of a HR Coordinator
You will be offering the HR team and the larger organisation extensive administrative support in a professional manner. This is an excellent opportunity for someone who wants to start a career in HR and has strong administrative abilities, or who already has expertise in HR/Payroll administration and is eager to advance.

Benefits
· 25 days of paid vacation time plus holidays (33 total)
· On-site parking is free.
· Business pension Life insurance
· 50% off of all purchases made by staff.

Crucial Relationships & Reporting.
· The HR Department
· Within the business, cross-functional departments.

The duties of the HR Coordinator include:
· Serving as the initial point of contact and responding to any inquiries from our colleagues across the organisation nationally via phone, email, and HR inboxes
· Managing letters requesting modifications to employment terms and conditions
· Creating and delivering employment contracts
· answering inquiries about references
· Handling requests for flexible working arrangements, maternity and paternity leaves, and probation guidance
· Fully on-board all new employees and make sure everything is ready for them to work when they arrive.
· Oversee the administration of HR procedures like probationary reviews, reference checks, induction, long service awards, and the leaver process.
· filing, including auditing documents for compliance reasons
· Retain employee files, making sure that all information is in compliance with GDPR and the Data Protection Act.
· Update and manage the employee timesheets, holiday and absence tracker, and employment records.
· Assign purchase order numbers to bills relating to human resources.
· Holds accountability for promptly and accurately updating and maintaining the HR log with information on new hires, departures, and contractual changes in accordance with the payroll cut-off date.
· According to the payroll cut-off date, complete the monthly BIK and costs report promptly and accurately.
· Translate letters from HMRC (DEO/DEA, etc.) to payroll and finance.
· Migration and Integration of HR System


Requisite skill set for an HR coordinator.
· Solid numerical abilities
· Proven HR administration expertise (optional)
· High accuracy and strong attention to detail
· Capacity to function under pressure
· Ability to prioritise and multitask. 
· Excellent organisational abilities
· Good teammate
· Dependable and takes ownership.
· Ability to work in a quick-paced, constantly changing environment; quick-thinker.
· Demonstrated interpersonal, organisational, prioritisation, and time management abilities.
Proven ability to learn new things rapidly.
· Basic familiarity with Word, Excel, and PowerPoint programmes from Microsoft (including VLOOKUP and mail merge)

Deadline :13/04/2023
Contact information: Mariana Popescu
Refer to: Totaljobs/HR Coordinator 
Job ID: 99616446








































3.COVER LETTER




COVER LETTER

Mariana Popescu
marianapopescu@gmail.com
07213487506

Dear Hiring Manager,
I am pleased to provide the enclosed resume as a capable professional with proven expertise in human resources planning and coordination. As your organization's upcoming HR Coordinator, I am confident that you will find my zealous attitude and determination to be beneficial.
I am conscious that an HR coordinator needs to have great interpersonal communication skills as well as a thorough awareness of the legal framework intended to safeguard both the employer and the employee. I am certain that my education and professional experience qualify me for the position.
I am a diligent individual who pays close attention to the smallest details. I am adaptable, adept at acquiring new abilities quickly, and willing to learn from others. I am also brimming with creativity and zeal. I want to work for a company with a stellar reputation and a prominent position in the industry.
I also used my strong organisational skills and strategic thinking to redesign the new hire onboarding process. At River Tech, I created a streamlined, standardised new hire process to ensure that new employees received a thorough introduction to our company and culture.
As the Office Manager for GXO, I have a history of establishing cost-saving efficiencies and procedures. My modifications to office supply vendors saved $10,000 annually, and my outsourcing of payroll saved the HR department 20 man-hours each month.
I appreciate the chance to apply for this position. I am well-equipped to succeed in this position as an office coordinator thanks to my considerable office experience. In any office environment, I can readily adjust. My successes and advancement speak to my commitment to development and success. I'm eager to be chosen as a strong candidate.

Sincerely,
Roxana Holtea
07895035226
roxanaholtear@gmail.com
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