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 PROFILE

A competent professional who has management, resourcing, recruitment project coordination and clerical experience.
Sectors include public, private, engineering, construction, healthcare, finance, administration and environment.

Based on past performances, I am confident I will add significant value to your organisation. 

CAREER SUMMARY
Enterprise

· Assisting in family property business. 

· Management of process
· Aided in efficient running. . 

Adhoc roles (recruitment and none recruitment)

They included the following:

Ranstad – Compliance Roles
Jobcenter in partnership with Pinnacle

Recruitment Advisor

Achievements
· Directing customers to suited jobs.

· Attending employment training centres. Centres run by the Job-centre and Pinnacle

· Advising on policies, procedures and employment laws.

· Advising employers/clients on recruitment policies and procedures.

Onsite Recruiter 
Greenwich Council

Manpower 
Maternity Cover
Achievements

Project management: Employment Projects. I had frequent meetings with clients. Attending to their recruitment needs, we discussed innovative recruitment strategies.  They were proven to be highly successful. 
· Employee relation: Duties included, performance reviews, disciplinary, health and safety, training and development. 
Daily job duties:

· Competency based interview 
· Sourcing candidates.
· Interviewing and registration. 
Recruitment Account Manager 
Hammersmith and Fulham Council 
I was originally employed by Hyphen. Due to employment transfer, I was later recruited by  Pertemps. 
· Sectors included Social Care, Admin, Secretarial, Environment, Civil  

Engineer and Financial

Daily job duties:
· Client and customer interaction
· Screening and delivering CVs against an agreed SLA.

· Managing compliances

Harrow Council 
· Management of the supply chain: I was tasked with resolving enquiries.
Reason for leaving: 
· I resigned. My resignation was due to a restructure.  The restructure entailed a three hour work commute.
Recruitment Coordinator (Resourcer)
HCL (Bluecare) (Health and Social Care)
Achievements

Daily job duties consisted of the following

· Compliance and general administration.
· Resourcing candidates: Using job boards, adverts, head-hunting, references and networking.

Reason for leaving

· Due to liquidation, my employer lacked sufficient funds to retain me. Weeks later, the entire company was made redundant. Workers had to reapply for their jobs. The majority were made redundant. 
Recruitment Administrator

Rullion (Engineering and Construction)
Achievements

· Administration duties. 
· Due to my consistency and overall reliability, I was given additional responsibilities (beyond my job duties. They included sales leads. Cold calling.

· Involved in CV packs. Resourcing candidates CVs on Jobsite, CV library, Total Jobs
Reason for leaving

· I resigned. My resignation was for carer progression. 
I.T SKILLS
· Applicant Tracking System, Word, Excel, Adapt, Lotus Notes, Outlook, People Fluent

EDUCATION

Surrey University (Roehampton) London

· BA Business Studies, Drama and Performance Studies 2.2

St Francis Xavier London

· A' levels and A.S

· Dance B, Film Studies C, Performing Studies D

Notre Dame High School London

· 9 GCSE's A to C (including Maths and English)

FURTHER INFORMATION AVAILBLE UPON REQUEST
