CURRICULUM VITAE
PERSONAL PROFILE/CAREER GOAL
I am a self-motivated individual who would work tirelessly to achieve any goal that I have been set.  I am also keen to learn and enjoy working as part of a team or alone. I have a good eye for detail and tackle daily duties with a view to succeed at the highest possible standard.

I am able to multi-task and think “outside of the box” and am always willing to go the extra mile. 
I joined the Easynet HR Team in November 2015 and have found that my previous experience whilst working for British Airways has helped me settle into an HR environment with ease. I am now keen to start a career within an HR/Recruitment role and am looking for the right opportunity to support this growth.
EMPLOYMENT HISTORY

September 2015 – Present                                                  Bracknell

Temporary HR Administrator 
My main responsibility at Easynet is to fully support the HR team in the delivery of group services, with a focus on HR administrative support in all areas to include recruitment, reporting, on-boarding activities.  
· Undertake pre-employee screening activities including contacting previous employers for employment references, processing SC Clearances and Disclosure Scotland background screening applications. I check new starter ID to ensure it complies with Easynet standards.

· Liaise with managers to support the induction period of their new starters.  This includes the mandatory health and safety checks (local inductions, work place assessments) are completed in a timely manner as well as ensuring that probation objectives are set, reviewed and monitored throughout a new starter’s probation period.  When it comes to light that there are issues with the performance of a new starter, I liaise with the Senior HR Officer to ensure actions are taken as soon as possible. Once probations have been passed, I ensure that HR systems are updated and the employees receive correspondence to confirm their employment with the Company.  
· Liaising with recruitment agencies in regards to temporary staff assignments. This involved requesting CV’s on behalf of the Managers and providing them in return with short lists of candidates. Where more than one agency has been used, I ensure that all CV’s received are logged by date of receipt to ensure that we are not at risk of additional cost from any duplicated candidates.
· Update and maintain HR system with new starters, leavers and changes to contractual terms. 
· Run specific and timely reports to support the team and Company managers i.e. end dates for agency workers and FTC employees to ensure that they do not work past their end dates and if required requisitions are raised to extend their employment before the current budget end date.

· Maintain general HR Inbox and ensure that queries are responded to within 24 hours.

· Support the HR Team with general administration work. 

· Process other health and safety documentation from employees including but not limited to those for employee screening, workstation and homeworker. Issuing equipment as where necessary.
· Resolve employee questions and enquires or direct them to the appropriate parties. 
· Ensuring that our Sky and health benefits scheme is kept up to date with new starters and leavers.
· Covering Receptionist as required. Raising Colos for datacentre access for engineers.
· Whilst supporting reception, I arrange meeting room bookings, lunch orders and stationery.
· Maintain HR Departmental filing. 
June 2014- August 2015                                              Social Discount Network 

Customer Service/Office Support
· Answering customer queries via email

· Interacting and assisting with customers via social media platforms 
· Handling and investigating issues and complaints
· Coordinating the running of online competitions

· Potential employee’s initial phone interviews where required.
· Office adhoc duties as required by MD
· Booking flights and accommodation for staff
· Liaise with staff to book training, inductions or other meetings as required.
· Attending the Ideal Home Show representing the business on the stall 

· Maintaining in-house system and customer records

· Buying and liaising with suppliers 

August 2013- June 2014




 Travelled Australia

January 2013- July 2013

                                                 British Airways 
Temporary Recruitment Compliance Executive      
· Meet and greet candidates and worldwide BA staff
· Briefing and preparing candidates of the timetable ready for their assessment day

· Conducting recruitment documentation security checks. I.e. passport and visa validating
· Arranging interviews directly with candidates
· Ensure all potential candidates comply with BAA standards
· Prepare and process BA staff criminal record checks and liaise with Disclosure Scotland 

· Ad hoc administration as required by the Recruiting Manager

August 2011 – December 2012 – Various temporary assignments at Mars, Leaseplan and John Crane
EDUCATION

Sept 2010 – July 2011                                                                

Peter Jones Enterprise Academy   BTEC in Enterprise & Entrepreneurship 
· Marketing and branding building for companies including L’Oreal, Orange and Thomson Holidays
· Being part of a Social Enterprise earning money for charities

· Networking and business events

· Completing Marketing apprentice style tasks as requested by Peter Jones

Sept 2007 – July 2010
The Henley College, 

3 Distinctions in BTEC Diploma in Business Studies
Sept 2003 – July 2007
Newlands Girls School, Maidenhead



Qualifications:
10 -  G.C.S.E’s (Grades A-C)
AS – Business Studies,  Media Studies   
Skills:  Knowledge of all Microsoft Office tools, Word, Excel, PowerPoint etc. 
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