Gemma Smith BA (Hons)
Southampton I gjsmith@gmail.com I 07912 34567 I LinkedinProfile
Conscientious and ambitious Psychology and Business graduate with experience in Human Resources.   Highly skilled at delivering presentations in a professional setting.  Seeking an HR Assistant role which utilises strong interpersonal skills with the opportunity to develop and take on additional responsibility over time.  Passionate to work for a company who values inclusion and diversity with high ethical values.
ACADEMIC QUALIFICATIONS 
2017 – 2020

BA (Hons) Psychology with Business & Management (2.1)

Portsmouth University

Dissertation :  Managing cultural diversity in Human Resource Management

2015 – 2017

3 A Levels in Psychology (A), English Language (B), Maths (C)

Barton Peveril College
KEY SKILLS & ACHIEVEMENTS
Organisational

· Successfully coordinated ten volunteers as part of the university’s games campus initiative

· Appointed captain of the university netball team, playing a significant role in making arrangements for fixtures and competitions for the last three years

Leadership

· Succeeded in encouraging the university netball team to fund raise on behalf of Macmillan Cancer and raised £1000 for the charity last year

Communication

· Appointed class representative in my final year

· Able to research, review and present findings clearly and concisely

· Worked effectively with other through various university group projects
· Able to mix well with a wide range of individuals from different backgrounds and cultures, both in my university course and during my placement as HR Assistant at URG International

· Confident and able to encourage a positive contribution

Business Acumen

· Continuous development of business awareness through research for my dissertation topic and keeping on top of current affairs and entrepreneurship through student membership of Hampshire Institute for Enterprise
Information Technology

· Proficient user of the full range of Microsoft Office programmes with particular expertise in Powerpoint

· Developed database system to record fund raising and sources for future campaigns

EMPLOYMENT
Company: 
URG International, Portsmouth
Position:
HR Assistant
Dates of Employment:
Jun 2018 – Jan 2020 (non-term time)  

URG International employs 350 UK and international employees.  URG builds deeply embedded partnerships that enable universities to achieve their international ambitions. Working between term times, I supported five HR Advisors with administrative duties.
· Created new starter information pack ensuring new employees were onboarded successfully

· Organised and participated in recruitment assessment centres for up to 30 attendees (approximately eight per month)
· Took responsibility for personal development by constantly reflecting on own performance and service provided to internal and external customers

· Managed HRIS System (local and corporate), performed data entry and ensured accuracy with workforce and employment changes

· Input departmental invoices and assisted in management of budget enquiries.  Worked closely ith Financial Support Manager 

· Invited to participate in the Equality, Diversity and Inclusion Team working party.  Created and delivered a presentation on ‘Youth, Diversity and Employment’.
Company: 
John Lewis Partnership, Southampton
Position:
Customer Service Advisor
Dates of Employment:
Jun 2016 – Aug 2017 (part-time during studies)  

Working in the Lighting Department advising customers on lighting products providing the highest level of service.
· Attended training courses to understand products to deliver the highest level of service
· Recognised for ‘Employee of the Month’ twice during employment (Mar & June 2017) for delivering the highest level of service in the department 

VOLUNTARY EXPERIENCE
Company:



Hampshire Institute for Enterprise 
Role:




Student Researcher (part-time)
Date:




2020 (3 months)
· Researched assigned topics relevant to international business and current affairs and presented findings to business leaders
INTERESTS
I enjoy running and regularly attend organised races (including the Great South Run 2016 – 2019).  I also enjoy mountain climbing and recently raised £1500 for Macmillan Cancer climbing the 3 peaks in 2019.  I was also Captain for the University Netball Team.
