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JOB DESCRIPTION
	Job Title 
	HR Administrator


	Salary
	BG I £19,171 - £22,462 per annum


	Directorate: 
	OD, Transformation & HR
	Section/Location:
	HR Support Hub

	Grade/Salary Range:
	BG I
	Work style:
	Home Flex


	Key Objectives of the role

	

	To undertake and administer routine HR transactions and processes.

To work with other members of the HR and OD team to help provide a strong HR / OD service. 

To act as first point of contact for general HR queries and resolve simple queries where appropriate.


	Designation of post and position within departmental structure
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	Daily and monthly responsibilities

	

	1. Assistance with general HR responsibilities, including being a first point of contact for the service and assisting with initial responses to general HR queries, managing HR email drop box accounts to provide a first line of response on simple queries and signposting the enquirer to the HR Advisors for more complex queries.
2. To assist in the recruitment process including uploading job adverts, obtaining references, processing DBS and other safeguarding requirements under instruction from the HR Advisor.  
3. Upon instruction from the HR Advisers, complete routine contractual and personal changes and correspondence to ensure that employees are paid correctly or to update their details on the HR database, and issue amendment to contract letters for contractual changes.

4. To answer general queries from managers, employees and other relevant parties in relation to recruitment and contractual issues, and to work with HR Advisors if necessary, to resolve any issues.  

5. To work with the HR team and support Advisors as necessary.
6. Other duties that arise from time to time, compatible with the nature of the post.



	Scope of role

	

	This post does not directly control budgets.  All employees working with children, young people and vulnerable adults have a responsibility for safeguarding and promoting their welfare.



Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
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PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	Good standard of education, to include GCSEs (or equivalent) at Grade C or above in English and Maths

	

	Competence Summary

(Knowledge, abilities, skills, experience)


	Experience of Microsoft packages including Word, and Excel
Ability and experience of working on own initiative, good organisation skills and ability to prioritise own workload working to tight deadlines

Able to deal with enquiries by email or telephone on HR matters
Understanding and commitment to the safeguarding of children and adults at risk

	Experience of working in HR 

Experience of working with both internal and external customers to the service

Experience of advising managers and service users on HR issues
Familiarity with HR Computerised Systems

Familiarity with DBS 

processing

	Work-related Personal Requirements


	A high level of integrity and confidentiality

Excellent verbal and written communication, together with excellent interpersonal skills

Ability to work as part of a team or on own initiative
Flexible approach to work and to change; and the ability to work to deadlines

Good Customer Service skills

Commitment to equal opportunities/managing diversity


	

	Other Work Requirements 


	The ability to converse            

easily with members of the public and respond effectively to questions in spoken English 

	Ability and willingness to travel throughout the Borough as and when necessary


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


