Name Surname
Address
Mobile No/Email
PERSONAL PROFILE
I am a self motivated individual who has a confident approach to people. I communicate well with all levels of personnel and feel that I have a good listening ability which allows me to resolve problems quickly.

I am enthusiastic about my role and enjoy working in HR, I like the fast paced environment which is always changing and I like to adapt to these changes quickly allowing others to also adapt quickly.

I am organized by nature and like to ensure that I am up to date with my work. I enjoy new challenges and I am always keen to learn new skills.
EMPLOYMENT HISTORY
Date to Date or To Date – HR Consultant – Where?
In my role as HR Consultant, I visit clients and provide HR advice and help resolve issues. My responsibilities include:

· Provide employment law advice

· Help with writing and issuing contracts of employment and employee handbooks

· Advise on maternity/paternity rights

· Help with payroll and holidays, sickness etc

· Building up relationships with new and existing clients

· Training new staff when coming into a business and Managers to deal with their staff with regards to personnel

· Conduct disciplinary hearings or appeals as an intermediary person

· Devise staff benefits and incentives

· Learning and Development opportunities for companies and their staff.

QUALIFICATIONS

University, College, School – For all include titles/subjects and qualifications.

SKILLS AND ABILITIES

Computer skills – MS Office, Excel??? Any specific HR databases or record keeping software? CIPD qualification or working towards?

HOBBIES & INTERESTS

What do you like to do outside of work?

REFERENCES

Available on request.
