ROLE DESCRIPTION

Post:




HR Administrator 
Sector/Section:


Human Resources 
Grade and Salary Range:

Scale 3/4 SCP 14 – 21, £20,512 - £24,699 pa
Full time/Pro-rata


Full Time
Fixed term/Permanent:

Fixed term – 12 months 
Line Manager:
Senior HR Business Partner
Location:



Woodbury
Hours of Work:

 
37 hours per week
Flexibility is required as there will be occasions when evening and/or weekend working will be required

Purpose and Objectives of Role:
To provide a highly effective administrative service which support the HR team and enable the day-to-day operations to function efficiently and effectively.
Further Education is continually developing and the rate of change is unlikely to slow down.  You must therefore be flexible to take on changing responsibilities.

Specific duties of the role:

1. Provide high quality administrative assistance to the Director of Human Resources, Student and Customer Services including producing Leadership Teams Reports and Governor Reports.
2. Arrange and take minutes at meetings in accordance with the needs of the College and in liaison with the Director of Human Resources Student and Customer Services. This includes Union meetings and staff forums. 
3. Support the recruitment and selection process by preparing, collating and issuing application packs, co-ordinating and preparing for interviews (including room bookings etc.) and retrieving applications from the college recruitment system.
4. Supporting appointment of new staff, preparing and chasing references, preparing and issuing Contracts of Employment and monitoring the return of documents.
5. Responsible for collating and recording key statistics for the recruitment and selection process, including number of applicants, numbers shortlisted and ethnicity and gender information as this information is used for Leadership and Governor reports.
6. Responsible for the registration of Agency Staff, including completing verification checks, updating the HR system, updating the Agency Single Central Record and other filing systems in order to sustain accurate records for safeguarding and audit purposes and process relevant invoices and forecasting spending. Liaising with relevant departments to confirm arrangements. 
7. Provide a high-level administrative support for the team including maintaining records, updating HR systems, updating and tracking policies and procedures. 
8. Deal with telephone enquiries and visitors to the HR Department.
9. Support the team to manage sickness absences including processing and chasing self-certificates and fit notes and arranging for home visits in liaison with the HR Business Partners. 
10. Support arrangements for Occupational Health and Counselling Services, arranging and communicating appointments and liaising with external providers. 

11. Supporting the team in the completion of staff surveys and employee feedback and being involved in the preparation of cross college communications. 

12. Produce ID badges for staff and ensure that they have appropriate access to college buildings and rooms. 

13. Prepare and update of the Duty Manager Rota, arranging changes and upload to the Staff Intranet.
14. Produce the College calendar for the new academic year including TTO calendar dates.
15. Organise the Settlement Agreement Process in consultation with the team.
16. Administer arrangements for Student Teachers by completing relevant paperwork and ensuring that Safeguarding procedures are adhered to and provide references on request
17. Support the HR Business Partners in following up Probation and Performance Reviews, ensuring documents are sent out and followed up timely. 
18. Provide support in disciplinary and grievance cases, e.g. maintaining and updating timelines, preparing packs and taking notes at disciplinary meetings etc, keeping the central logs up to date.
19. Operate financial procedure in relation to budgets, including the processing of orders and invoices, in accordance with guidelines issued by the College Finance Section, raising IRF’s, coding and processing invoices and printing relevant budget reports.
20. Carry out other such duties as may be determined from time to time within the scope of the post
ROLE RESPONSIBILITIES

	
	
	Job evaluation Reference (for

Office use only)

	Operations/ Decision Making
	
	

	Resources

	
	

	a)  Responsibility for Equipment/Materials/Health & 

     Safety/Accommodation
	
	

	
	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.

· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.
	
	

	
	
	

	Contacts and Relationships

a) Internal 
	
	

	· Finance Department
· All College staff and students


	
	

	b) External
	
	

	· Payroll Bureau, Pensions Agencies, Inland Revenue and other Government Agencies, Banks and Building Societies.
·  Ensure commitment to customer care at all times.
	
	


	Information/Co-ordination


	
	

	· Maintain confidentiality

· Ensure compliance with Data Protection Act 2018.
	
	

	· Ensure compliance with Computer Misuse Act 1990.


	
	

	Self and Professional Development
	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the Service area.

· Ensure commitment to customer care at all times

· Take responsibility for continuous improvement in area of responsibility

· Ensure compliance with the Bury College Single Equality Policy 
	
	


	PERSON SPECIFICATION 
	Essential/
	Method of

	
	Desirable
	Assessment

	HR Administrator

	
	

	QUALIFICATIONS

	
	Application/Certificate

	· A good general standard of education including Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential
	E
	

	· A Level 2 IT qualification (or willingness to work towards) 
	E
	

	· A Level 3 qualification in HR, Business Administration or related subject (or willingness to work towards)
	E
	

	
	
	

	EXPERIENCE

	
	Application/Interview

	· At least 12 months work experience in administration 
	E
	

	· Microsoft Office experience including Excel & PowerPoint
	E
	

	· Experience of minute taking 
	D
	

	· Experience of data input onto a database
	E
	

	· Experience of working in a HR environment
	D
	

	· Experience of budgetary control
	E
	

	
	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)

	
	Application/Interview

	· Excellent interpersonal and communication skills and the ability to develop effective working relationships at all levels
	E
	

	· Excellent word processing/IT skills
	E
	

	· Excellent organisation skills and the ability to work to deadlines
	E
	

	· Adaptability, resourcefulness and ability to work on own initiative and as a member of a team
	E
	

	· The ability to maintain confidentiality
	E
	

	· Flexibility and adaptability to juggle a range of different tasks and to work extra hours to meet deadlines
	E
	

	· An understanding of ‘safeguarding’ and its importance within the College, together with a commitment to creating a safe learning/working environment
	E
	

	
	
	

	PERSONAL QUALITIES

	
	Application/Interview

	· A committed and enthusiastic approach to working is essential
	E
	

	· A pro-active/innovative approach
	E
	

	· An approachable demeanour
	E
	

	· A customer focussed mind-set
	E
	

	· An interest in HR and its associated functions
· Attention to detail
	E
E
	

	
	
	


