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●  linkedin.com/in/matthew-loss



 Personal Statement
Fast learner and dedicated professional with 2 years of experience in an office setting. Comfortable working with multiple systems and databases. Passionate about helping people and ensuring HR processes run smoothly and efficiently. Seeking a Human Resources Assistant role at Ashdown Group where I can become an asset to your team and contribute to your company’s ongoing success.


Work Experience
HR Administrative Assistant
Connective, Aberford, Leeds - December 2021–Present

· Organised and executed the onboarding process for 25 new employees, resulting in a 30% decrease in onboarding time and a 25% increase in employee satisfaction with the process
· Maintained accurate and up-to-date employee records, ensuring compliance with company policies and regulations, and reducing the time spent resolving employee disputes by 20%
· Prepared and delivered weekly HR reports to the senior management team, highlighting key metrics such as employee turnover, absenteeism, and training completion rates, which were used to inform decision-making and led to a 15% increase in employee engagement
· Managed the HR department’s calendar by scheduling 100+ interviews and meetings with job candidates, internal stakeholders, and external partners

HR Administrative Assistant
University of Leeds, Aberford, Leeds – October 2020–November 2021

· Conducted research on HR-related topics, such as employee engagement and retention, and presented findings to HR managers, resulting in applying new policies and procedures that improved retention by 5%
· Created and distributed HR-related communication materials, including employee newsletters and information booklets, resulting in a 10% increase in employee engagement
· Received positive feedback from HR managers and colleagues for my excellent organisational skills and attention to detail
· Assisted with recruiting 10 new staff members for a major research project at the university

  EDUCATION

University of Leeds (2017–2020)
BA (Hons) Human Resource Management, upper second class honours (2:1)

Relevant Modules:
Employee Relations, Advanced People Management, Human Resource Data Analytics, Ethics and Sustainability

Leeds East Academy (2010–2017)
A-Levels: Maths (A), French (A), ICT (A)

GCSEs: 10 Grades 9–4 including Maths, English, and ICT



	KEY SKILLS

Interpersonal skills
Confidentiality
Comfortable using Workday, SAP Success Factors, Oracle HCM
Payroll systems
Self-service systems (Zenefits, PeopleSoft)
Conflict resolution
Time management
	
	INTERESTS

Volunteering at animal shelters
Skiing
Playing football




	



