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PROFILE

Shola has over 6 years’ experience working within private, corporate, international and public-sector organisations. She is a self-motivated, confident professional, with personal drive and enthusiasm, with strong personnel experience. Her skills, knowledge and experience has entailed working with business professionals at all levels providing advice and support to guide internal and external staff at all levels. Available immediately.  
KEY 

· Consultant on all HR issues acting at first point of contact to all members of staff and payroll, providing advice and support for cases
· Project manager for multiple HR projects i.e. restructuring, appraisal process, streamlining on-boarding/ new starter, leaver, recruitment process & implementing a new recruitment system 
· Managing HR administration function, ensure all HR paperwork, systems, tools and resources are kept up to date and process’ are efficient.
· Beginning to end recruitment process; placing adverts, interviewing and hiring candidates
· Super user on HR information systems such as iTrent, Cascade, Bond, Stonefish and Recrutive recruitment
· Intermediate level Microsoft packages
· Advising beginning to end on ER issues i.e. grievances, disciplinary, maternity, capability 
· Creation and implementation of new polices 
QUALIFICATIONS 

· MBA in Human Resource Management (2018)

· Level 5 TEFL (2018)
· CIPD Level 5 Diploma in Human Resource Practise & Management 

· CIPD Level 3 Diploma in Human Resource Practise  

· Business Studies Diploma Level 3

· Business and Administration Level 2 and 3
· IT and Functional Skills

· GCSE – 10 GCSE’s (including English - B, Maths – C and ICT) 

WORK HISTORY
HR Advisor (Shared Service Centre) at Randstad UK HQ (October 2017 – July 2018) – Relocate
· Be first point of contact in the business line, challenging, coaching and supporting managers and consultants on all HR best practices.

· Accurately support the business with performance issues, analysing and developing best solution. 

· Consultant managers and employees on ER issues such as including capability, disciplinary, redundancy and grievances, managing cases
· Manage and lead projects such as improving staff well-being and leavers leave rates  
· Drafting and sending important, confidential correspondence to employees 
· Manage and lead the new starter and leaver process, producing contracts and contract exit interviews. 
· Managing all HR administration, ensure all HR paperwork, systems, tools and resources are kept up to date.
· Produce management information and reports on a regular and ad-hoc basis, looking at reporting methods and data and adjusting them as necessary to fulfil purpose
· Manage the HR side of monthly payroll, accurately processing any changes

· Supervise the HR Intern, managing their workload 
HR Officer at Courtauld Institute of Art, University of London (September 2017 – Oct 2017) -Temp
· Generalist role reporting directly into the Head of HR 
· Providing advice and guidance to managers at all levels
· Managing the onboarding process, placing adverts, interviewing and hiring

· Manage HR data base and recruitment system

· Recreating and streamlining processes making them more effective and efficient 

· Managing ER cases e.g. capability, disciplinary, grievance, sickness absence etc. 

· Recreation of policies

· Liaising with payroll department to ensure payroll is processed correctly
HR Assistant & Admin at Neogrid (March 2017 – June 2017) (Standalone Role) –Return to Education
· Standalone HR person for Neogrid Europe

· Provide advice and support on all generalist HR matters to the CEO and Senior managers. 
· Managing ER cases i.e. performance & capability
· Start up the HR Department covering the UK and Netherlands, creating policies, procedures & structuring  
· Managing the onboarding process, placing adverts, interviewing and hiring
· Managing all HR administration, ensure all HR paperwork, systems, tools and resources are kept up to date.
· Support the CEO in a PA capacity, booking travel, meetings and diary management 
HR Advisor at Moto Hospitality (November 2016 to February 2017) - FTC
· Provide managers with telephone advice on all generalist HR matters especially in relation to conduct and performance matters, disciplinary, grievance and absence issues. 
· Manage lower level ER cases i.e. performance, attendance, grievance and disciplinary.

· Flag/discuss with the Human Resource Manager (HRM’s) as appropriate and in all cases where there is a potential risk. 

· Advise and support managers in the interpretation and application of all Moto policies and procedures,

· Managing relevant HR administration, ensure all HR paperwork, systems, tools and resources are kept up to date.
· Develop reports on management information, analysing and interpreting them to identify and drive activity.
HR Assistant at Royal College of General Practitioners (October 2015 to October 2016) – FTC 

· Provide generalist HR advice to executive managers and staff members on employee matters such as grievances, annual leave, full recruitment cycle, maternity, payroll, HR processes and employment law.
· Advise and guide managers of the employee relations policies and practices as well as, disciplinary & grievance matters, TUPE and absence management.

· Managing all HR administration, ensure all HR paperwork, systems, tools and resources are kept up to date.
· Provide full support service to the HR department to include:  acting as first point of contact, handling first line advice to all staff, creating and typing correspondence and reports, maintaining appropriate filing systems, researching information.

· Work with HRBP to develop and implement policies and processes 

· Advise and assist with appraisals and salary reviews.

· Manage the recruitment project, introducing a new recruitment system, and streamlining the full new starter and leaver process so both are paperless. 

· Manage the HR systems e.g. recruitment database, contractual HR database

· Monthly payroll process, ensuring that information is accurate, timely and well presented.  Analyse and advise on any anomalies 
HR Assistant at University of Bedfordshire (March 2014 to October 2015) – Permanent
· One of the key points of contacts for resourcing and generalist HR related matters. 
· Managing various projects to improve the recruitment process. Training managers and colleagues through the web recruitment process. 

· Organise internal training, deal with general recruitment queries by telephone and email. 
· Actively and proactively participate in the development of resourcing and employee relations administrative procedures and processes.

· Ad hoc administrative duties such as: exit interviews; note-taking at meetings, setting up and maintaining employee relations casework files both hard copy and electronic, organising meetings and hearings about employee relations casework, completing and sending correspondence in relation to casework.
HR Admin Assistant at Luton Borough Council (April 2013 to March 2014) – FTC
· Supported the corporate Human Resources function through co-ordination of the day to day job evaluation operation, maintenance of related manual and computerised records. 

· Co-ordinate job evaluation activities including allocation of job evaluation panels, job evaluators, and the development and maintenance of job evaluation systems, and spreadsheets.

· Research, examine and amend new and existing job descriptions and person specifications to ensure accuracy of content and compliance with corporate guidelines and equalities standards.
· Making and receiving phone calls, arrange and Minute taking during meetings, arrange job evaluation training.
HR Assistant at BWI Luton (March 2012- October 2012) – Return to Education
· Administered HR-related documentation, e.g. offer letters, contracts of employment, leavers' and pensions information, ensured the relevant HR databases are up to date, accurate and comply with relevant legislation. Support the Payroll Officer with data capture and data entry.
· Managed employee clock cards, the absence recording system and holiday recording system

· Maintained and develop the filing systems, supported and managed the audit process, new starter & leaver administration, Long Service Award, coordinated training.
· Assisted in the recruitment process 

References Upon request

