
To support the HR Manager in providing a confidential and customer focused HR and payroll 
service to the organisation. My role involves responsibilities in many areas including recruitment 
and selection, performance management, learning and development, employee relations, legal 
compliance, and employee wellbeing. I also look after the payroll function. 

I studied Human Resource Management at university. I always knew I wanted to work in a 
business environment, so I tossed between completing a Business with Marketing degree or 
Business with HR degree. I was still unsure even when applying for the course, however, after 
completing a 1 year placement in a HR department, I knew it was right for me. 

When I was at school and university, I worked in customer service roles. I worked all the 
overtime I could get at the weekends and in the evenings, for a few different companies over 
the years including Supervalu, M&S and Eason’s. When I graduated, I joined a large contact 
centre as a Recruitment Executive for 2 years and then progressed into a HR Administrator 
role. I continued working in HR for other companies including Caterpillar and Clear Pharmacy 
and once I built up further experience, I completed a Level 5 Certificate with Chartered 
Institute of Personnel and Development which allowed me to progress into a HR Officer role 
here at Phoenix Natural Gas. 

I have a Human Resource Management Degree with a Diploma in Professional Practice, a 4 year 
degree with 1 year mandatory placement. I worked at Allianz Insurance which enabled me to get 
work experience in HR. In order to work above an administrator level in any company, you must 
become certified with CIPD, so, I completed a Level 5 Certificate. The course lasted for 1 year at 
SERC.  
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Being organised, communicating effectively, enjoy solving problems, being confident advising 
various different people, knowing your stuff, leading by example, being impartial and objective 
and non-judgemental, being a good listener, having compassion, knowing the importance of 
confidentiality, ability to build rapport, being adaptable and working accurately. 

I volunteer every month with a local charity in Belfast providing welfare provision, first aid 
assistance, mental health intervention and community safety support to all types of vulnerable 
people, often people in the middle of a crisis, I also drive a minibus. I love working with a local 
charity to help vulnerable people and give back to the community. It is very hands on, and I have 
learned a lot from not only the training they provide but also from meeting so many new and 
interesting people.  

What does your job entail? 

How did you get into this line of work?

Outline your career to date

Tell us about your qualifications and training? 

What qualities are required for your job, personal and professional?

Tell us an interesting fact about yourself.

Life is too short! You never know what is around the corner, so just say yes to the opportunities 
that come your way! Hindsight really isn’t a wonderful thing! 

What advice would you give your 16 year old self? 


