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Languages

hrenc( )hluentE

gnAlis( )hluentE

braNic )vatiWeE

About

dit( a solik Nac,Arounk in retail ank salesS particularly as a Hales bssistant at fouse 
oI hraserS x emcel in custo.er relations ank stoc, .anaAe.entP MroDcient in gnAlis(S 
hrenc( ank braNic S x can serWe kiWerse clientele eRectiWelyP Oy akaptaNility .a,es 
.e perIect Ior kyna.ic retail enWiron.entsP

BKbvFH dTK;gF dxJf

Bel.ont vursery Business bk.inistration gssem Molicez

gast fa. co..unity centre fouse oI hraser Lo(n OenGies FistriNution

-ittle bnAel Mresc(ool vatdest Croup oI hraser Kyan bir Htanstek birport

HalWation br.y s(opUomIork )Harkonym Hta|nA -tk H(o. 2onsultancyULuly

J(a.esike Mri.ary Hc(ool 0niWersity oI gast -onkon dilson La.es -tk

3air Neauty 

Experience

HR Assistant- Recruitment Coordinator
 • Lan jqj' U vow

1 FealinA wit( ak.inistratiWe tas,sS Noo,,eepinA ank payrollS recruitU
.entS ank 9oN spec on kiRerent platIor.s suc( LoNHerWeS inkeek ank 
-in,ekxnP 
1 loo,inA Ior cankikates to .eet 9oN re/uire.entsS interWiewsP 
1 2arryinA out preUscreeninA interWiews 
1 Boo,inA interWiews Iace to Iace or Wirtual 
1 TnNoarkinA cankikate processinA t(eir kocu.ents on IolkersP 
1 2(ec,inA aWailaNility Ior traininA 
1 Hc(ekulinA onNoarkinA ank co..unicatinA inIor.ation pac,s to canU
kikatesP 
1 0pkatinA Nusiness policies accorkinA 02bH ank CTVP0;P

HR Assistant- Call Assist
fouse oI hraser • bpr jqj' U Lul jqj'

1 FealinA wit( kaily ak.inistratiWe ank fK kuties responkinA to calls as a 
Drst point oI contactP 
1 senkinA out e.ails to staRS printinAS p(otocopyinAS ank DlinA scannek 
kocu.ents to t(e fK e.ployee recorkP 
1 bssistinA wit( recruit.entS 9oN akWerts kraItinAS 9oN kescription ank 
personal speciDcationP 
1 recork .aintenance Ior payroll processinA as well as proWikinA clericalP 
1 recork sic,ness ank aNsences 
1 Iollow up on sic, notesP 
1 bttention to ketails ank .a,inA sure no inIor.ation are .issinAP 
1 support to all e.ployees… en/uiries on contractS c(anAe oI (oursS 
c(anAe oI aWailaNilityP 
1 bttenkinA ank recork oI ArieWancesP 
1 Oinutes ta,inAP 
1 bkkinA new e.ployees to t(e fK syste. 
1 TnNoarkinA 
1 Hc(ekule traininA as part oI -F 
1 Oa,inA sure new e.ployees are settlek inP 
1 HenkinA rotas ank Noo,inA (olikay

Customer service administrator
vatdest Croup • Oay jqjj U bpr jqj'

1 FealinA wit( Dnancial /ueries ank kaily Nan,inA kutiesS calls (anklinA 
/ueriesS kealinA wit( accounts ank custo.er…s Dnancial supportP
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Junior HR Administrator
dilson La.es -tk • Lun jqj8 U heN jqjj

1 TnNoarkinA kuties inclukinA creatinA ank senkinA contractsP 
1 kealinA wit( kata inputtinA on HbMP 
1 akkinA e.ployees to HbM syste.P 
1 kealinA wit( WettinA proAress /ueries on e.ails ank telep(oneP 
1 creatinA Mersonal Dles uploakinA kocu.entsP 
1 c(ec,inA kocu.ents ank licenses on AoWern.ent weNsitesP 
1 uploakinA (olikay ank proNations perioks on ti.e AateP 
1 akkinA c(ec,s spreak s(eetsS kealinA wit( acceptek oRerP 
1 processinA new starters Ior.sP

HR advisor internship
0niWersity oI gast -onkon • Lan jqj8 U Oay jqj8

1 -earninA ank keWelop.ent proAra..eS kealinA wit( .ultiple tas,s 
wit(in t(e Nusy fK kepart.entP 
1 bssistinA t(e fK kepart.ent wit( assiAnek tas,s ank kutiesS payroll 
tas,s ank .eetinAsS ak.in supportP LoN spec ank recruit.entS akkinA 
ank .anaAinA e.ployee…s liIe cycle usinA xJrentS fKxHP

Junior HR assistant
)Harkonym Hta|nA -tk • Oay jq8' U Lul jqjq

1 FealinA wit( fK policies ank procekures 
1 OaintaininA e.ployee Dles ank recorks 
1 bssistinA wit( recruit.ent ank screeninA 
1 Hap Ior payroll

Project Leader
gast fa. co..unity centre • Oay jq8: U Lan jqjq

1 2o..unicate wit( (irinA .anaAersP 
1 0niWersity oI gast -onkon Mro9ect -eakerU gast fa. co..unity centre 
jqjq 
1 FrawinA a s.ile on c(ilkren in neek ank poor Ia.ilies arounk vew(a. 
areaS Aroup recruitinA ank selectinAS .eetinAs wit( .anaAe.entsS NukU
Aet kiscussionsS creatinA a planS raise c(arity eWentsS reac(inA out to raise 
awareness ank support Ia.ilies ank t(ose aRectekP

Customer service advisor
Kyan bir Htanstek birport • Lan jq8: U Lul jq8:

2usto.er serWice kes,6 tic,et kes, kealinA wit( passenAers… /ueriesS Wisa 
c(ec,sS c(ec, insS onNoarkinA 3iA(ts 5P etc

Supervisor
oI hraser • Lan jq8Y U Lan jq8:

Futies4 assistinA wit( trakinA ank custo.ers /ueriesS attenkinA conIerU
ence callsS ta,inA orkersS WisitinA storesS ank attenk Auest ank Nrank 
representatiWes… .eetinAsS c(ec,inA ank upkatinA DAures ank ;Mx…HP

Flair Recruitment Beauty and Fragrance Consultant
 • Lan jq8: U vow

HerWinA custo.ersS (elpinA custo.ers wit( kiRerent Neauty prokuctsS 
ank IraArances accorkinA to occasions

Sales Advisor
fouse oI hraser • Lan jq87 U Lan jq8Y

Futies inclukes kealinA wit( custo.ersS assistinA kaily Nusiness trakinAS 
ta,inA orkersS wor,inA towarks ;MxP

Key worker
-ittle bnAel Mresc(ool • Lan jq8  U Lan jq87

;eywor,er Futies4 assistinA ,ey c(ilkren wit( t(eir learninA 9ourneyS creU
atinA actiWities tailorek to c(ilkren…s neeksS superWisinA c(ilkrenS g hH 
reportsS creatiWe sessionsS oNserWationsS ank parents… .eetinAsP



French
Bel.ont vursery • bpr jqjq U Lul jqjq

leWel jP 
Tt(er gmperiences VolunteerinA a hrenc( translator

teaching assistant
J(a.esike Mri.ary Hc(ool • heN jq8  U Lan jq8

(o.ewor, tas,sS liNraryS assistinA c(ilkren wit( actiWities inkoors ank 
outkoorsS kealinA wit( reportsS ank Ne(aWiour settinAP 

JraininA at t(e Neacon centre )c(aRork funkrekE kealinA wit( cusU
to.ersS (elp at t(e Iront kes,P J(a.esike pri.ary sc(ool kuties incluke 
(elpinA t(e c(ilkren in t(e classroo. ank set t(e tas, as re/uestek Iro. 
t(e tutorP

Lo(n OenGies FistriNution • Lan jqq  U Lan jqq:

FealinA wit( custo.er…s en/uiries on kiRerent platIor.sS issuinA Wouc(U
ers as part oI t(e procure.ent processP

Business bk.inistration gssem Molicez • Lan jqq7 U Lan jqq

paperwor,S co.puter screeninAs S ank (elp kes,P

waiter, cashier
HalWation br.y s(opUomIork • Lan jqqj U Lan jqq'

Mreparation oI pac,ek lunc(es Ior c(aritaNle social eWentsP 
8::7U8::Y accolake clot(es s(ops kuties inclukek learninA .anaAe.ent 
oI NusinessP 
1 TrkerinA ank arranAe.ent oI stoc, ank .anaAinA prokuctiWity t(rouA( 
eRectiWe allocation 
1 TI wor,S .aintaininA custo.er relations Ny eRectiWe (anklinA oI co.U
plaintsP 
1 bnk any /ueries in relation to stoc, orkerinA ank new trenksP 
1 HuperWisinA t(e s(op 3oor ank encouraAinA sales to reac( tarAetsP 0sinA 
co.puterisek till

Beauty advisor 
3air Neauty  • Oay jqj8 U vow

Education & Training

jq8: University of East London
j48 keAree in fu.an Kesources OanaAe.entS 

jqj8 University of East London
accountinA ank DnanceS 

jqjj University of East London
fu.an resources OanaAe.entS 


