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Professional Profile
Proactive and detail-oriented HR Administrator with over 7 years of administrative experience, including 5 years in HR operations across corporate, public, and retail environments. Skilled in HR data management, onboarding, compliance, and employee lifecycle administration. Adept at maintaining accuracy under pressure and delivering excellent support to HR teams and stakeholders. Passionate about process improvement, efficiency, and providing high-quality service.
Professional Experience
HR Administrator — Sally Salon Services, Bracknell (April 2024 – October 2025)
Provide HR administrative support across all employee lifecycle activities, ensuring compliance and accuracy.
Maintain and update employee records including absence, maternity, and contract changes.
Prepare and issue employee correspondence including offer letters, outcomes, and invites.
Support new starter onboarding, right-to-work checks, and file management in line with company policy.
Ensure HR filing systems are compliant with SOX standards and regularly reviewed.
Freelance HR Administrator — Hrise (Remote) (March 2024 – Present
Managed onboarding and offboarding processes, ensuring smooth transitions and data integrity.
Processed personal data changes, offer letters, contracts, and pay amendments with high accuracy.
Provided HR inbox and employee support, including Right to Work checks and internal move coordination.
Maintained digital filing systems and performed data entry and document proofreading tasks.
HR Data Administrator (Contract) — Serco (via Alegra Recruitment Services, Remote) (January 2022 – October 2023)
Maintained accurate HR data and records across the full employee lifecycle using SAP HCM and Spinifex tools.
Processed large volumes of data for a complex global organisation, ensuring confidentiality and precision.
Collaborated with HR teams including Payroll, HRIS, and Helpdesk to resolve data discrepancies.
Delivered consistent service within SLAs and supported organisational structure updates in HR systems.
HR Administrator (Contract) — New Look (via Hays Recruitment, Weymouth, Dorset) (September 2021 – January 2022)
Managed onboarding documentation, references, and employee queries within strict deadlines.
Supported the HR team in preparing offer letters and contracts and maintaining accurate HR records.
HR Administrator — Mitie, Bracknell (December 2018 – July 2020)
Maintained and updated employee files in SAP and SuccessFactors, ensuring up-to-date HR information.
Created and amended contracts, processed salary changes, and managed onboarding of new employees.
Provided administrative support for TUPE transfers, internal moves, and general HR queries.
Earlier Career
Held various administrative and customer service roles between 2015 and 2018, including positions at Caremark, Primrose Lodge, and Dorset Healthcare Trust. Developed strong multitasking, record-keeping, and client support skills.
Key Skills
• HR Administration: Onboarding & Offboarding, Contracts, Employee Records, Compliance
• HR Systems: SAP HCM, SuccessFactors, Spinifex
• Administrative: Data Entry, Filing, Document Control, Reporting
• Technical: Microsoft Office Suite (Word, Excel, Outlook)
• Interpersonal: Stakeholder Management, Communication, Organisation, Time Management
Education
English Level (Diploma) — Straight A Training, 2016–2017
