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JOB DESCRIPTION

JOB TITLE:  

Human Resources Administrator
ACCOUNTABLE TO:  
Senior Human Resources Advisor 
SALARY: 

£15,581 - £16,841 (£7.86 to £8.50 per hour)
KEY PURPOSE OF ROLE: 
To provide day to day HR Administration support that enables the delivery of a high-quality HR service, whilst contributing to the long-term development of a regional HR function.
RESPONSIBILITIES:

· Be the first point of contact for all HR queries, resolving or escalating appropriately. 

· Produce and circulate HR related documentation, such as offer letters, contracts of employment, leaver questionnaires etc.

· Process reference requests, employment history checks and DBS applications in a prompt manner.

· Assist in the recruitment process, arrange interviews and produce relevant correspondence.

· Ensure the HR database is up to date and accurate.

· Develop and maintain the personnel filing system.
· Provide administrative support in disciplinary and grievance processes.
· To provide administrative support to the Operational Managers and Behavioral Specialists within the area.
· To ensure opening and dissemination of daily mail, photocopying and filing as and when required.

· To undertake any training and development initiatives identified by the Senior HR Advisor.

· To undertake any other duties commensurate with the grade.

PERSON SPECIFICATION

	
	Essential
	Desirable

	Experience
	· Experience of working in an office administration role
	· Experience of working in an HR function

	Qualifications 


	
	· Certificate in CIPD Level 3 in HR Practice*
· Certificate in Recruitment and Selection*
· QCF Level 2 Administration*
· ECDL Microsoft Certificate*

· RSA Stage 2 in Word Processing*

*Or equivalent

	Competencies and Skills


	· Excellent Word processing skills

· Excellent interpersonal skills and customer focused skills

· Good written and verbal communication skills

· Good time management and organisational skills

· Professional telephone manner
· Ability to work accurately, with attention to detail

· Able to balance competing priorities

· Ability to use own initiative and work independently

· Ability to work as part of a team, supporting and co-operating with colleagues

· Able to deal with people with the respect and sensitivity

· Ability to use judgement to know when to ask for help and guidance 
	

	Knowledge

	· Sound knowledge of Microsoft Office applications, particularly Word, Excel, Outlook and PowerPoint


	· Knowledge of HR systems, processes, procedures and policies 
· Basic knowledge of employment law

· Knowledge of HR software, preferably Carval

	Other
	· Hold a current, valid driving licence and access to a vehicle, enabling regional HR support
· Commitment to non-discriminatory, high quality service provision and the values and ethos of Perthyn
· Resilient and able to work in an organisation that is undergoing change due to development and growth
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