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JOB DESCRIPTION 

	JOB TITLE:
             Human Resources Administrator
Sector/Section:              
Human Resource Team
Grade:                           
SCP 220
Directly responsible to:   Human Resources Manager



	PURPOSE OF JOB:

To provide a high standard of administrative support for all HR activities carried out by the HR team to support the work of the HR Team.



	MAIN RESPONSIBILITIES AND DUTIES:

1. Supporting recruitment and selection.  To ensure efficient recruitment administration including (but not limited to) placing job ads, collating applications, arranging interviews and assessment and informing candidates of the outcome.  Keeping the recruitment database up to date by logging applications, processing application packs, interview letters and regret letters.
2. Processing paperwork.  To ensure paperwork relating to starters and leavers plus any changes to employees’ personal details and/or terms and conditions of employment is processed accurately and in a timely fashion, including processing offer letter, contracts of employment and changes to terms and conditions.
3. Maintaining files.  To ensure personnel files and other centralised files are kept up to date and in line with GDPR guidelines. To maintain accurate and up to date manual/electronic records for the department. 
4. Updating and maintaining HR databases.  To maintain accurate and up to date employee data electronically using the College’s HR database / HR systems. 
5. Providing management information.  To turn data held within the team/HR system into meaningful management information by running reports from it as requested.  Management information may also be required from other sources, requiring use of the Microsoft Office suite to manipulate and analyse data and report the results.

6. Improving processes.  To seek to continually improve processes and streamline administration wherever and whenever possible in consultation with HR colleagues.

7. Handling enquires.  To be the first point of contact for general enquiries and requests for information by managers, staff, learners and external stakeholders.

8. Management of Attendance.  To undertake administrative duties to support the Colleges commitment to manage staff attendance.  For example, inputting sickness data accurately, providing information and dealing with general enquiries.
9. Safeguarding Children and Adults at Risk.  To undertake administrative duties to support the College’s commitment to safeguarding children and vulnerable adults for example, processing DBS forms, inputting data accurately and providing general advice to staff/managers.

10. Teamwork.  To actively support the HR team by undertaking duties which contribute to the success and development of the team.  To provide administrative support to the team as required.

11. Self-development.  To take ownership of personal development by taking on additional tasks/projects as appropriate and as directed by the management.

12. Other duties.  To undertake such other duties commensurate with the duties and salary of this post, as may be required from time to time.

13. Regulations.  In carrying out his/her duties the person appointed must:

a) comply with Health and Safety Regulations

b) be aware of the College Statement on Health and Safety

14.
College Policy.  Be fully aware and comply with the College policy on equal    opportunities and other College policies.



	Flexible Working
Whilst this particular position is normally located in the Human Resources Department at Deane Road, the support services within the College are operated on a flexible basis and staff may be required to give support in all areas of the College, as and when required by Management, with due regard being given to their specialism.
Working Hours

You will be expected to work 37 hours per week.  The HR office operates over a 9 am – 5 pm period; however the working hours of the postholder can be subject to some flexibility, with prior agreement.  Your pattern of work may vary from time to time.  In normal circumstances where you work beyond your contracted hours, time off in lieu may be given or overtime may be payable.  For full-time positions (37) overtime on any day other than Sunday or a general or public holiday will be paid at time and a half.  For overtime on a Sunday or Bank Holiday, payment will be at double time.  For part-time positions, overtime will be paid at normal time until 37 hours is exceeded when time and a half will be paid.
Probation
The postholder, if a new employee of the College will be subject to a 9 month probation period, during which the suitability of the postholder for the position will be assessed.  The Corporation reserves the right to extend the probation period if circumstances so require it.  During the probation period, the employment may be terminated – refer to contract of employment for further details.

Training and Appraisal
The College wished to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The postholder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All staff will be required to participate in the College’s Appraisal Scheme.

Physical Conditions

The postholder will be based in the Human Resources Department at Deane Road but may occasionally be required to travel to other College sites or external organisations.

Social Conditions

There are currently other HR Administrators & HR Advisors within the Team.  All are expected to work generically but will be allocated specific duties (as detailed and where appropriate) in accordance with their skills, experience and interest.

JOB DESCRIPTION PREPARED BY:  Executive Director of Human Resources

DATE:  November 2021
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