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I. Task 1: Compare Job Adverts.
	Job Title: HR Administrator

Location: Hammersmith, London
Role Overview: The HR Administrator covers generalist HR, recruitment and payroll support. This role requires someone with excellent communication, administrative and organisational skills, along with a good understanding of HR best practices and procedures.
Key Responsibilities:
Generalist HR Administration:
· Manage the new starters and leavers processes; onboarding, organising new starter’s first day, HR inductions, obtaining references, coordinating probations reviews, leaver processes including exit interviews
· Maintain and update employee records and HRIS, ensuring accuracy and confidentiality
· Complete a variety of employment letters (e.g. contracts, references, promotions, salary reviews etc.)
· Manage the HR inbox and respond to employee queries
· Assist with audits and prepare reports and information as and when required
· Support with the administration of monthly outsourced payroll activities
· Support administration of company benefit’s
· Review and suggest improvements for all admin processes and ways of working on an on-going basis
· Assist the HR Advisor, Head of HR and HRD with any project related work
· Support development and creation of policies / guidelines according to changes in UK Employment Legislation or company processes
· Support employee engagement initiatives, organising training sessions and company events
· Provide general administrative support to the wider team and business as required
Recruitment:
· Support managers with creating job descriptions (where required) and be responsible for the editing & formatting job descriptions
· Ensure job adverts are posted correctly
· Assist hiring managers with candidate shortlisting and interview coordination
· Support recruitment for the university work placement programme

Requirements:
· 1-2 years’ experience in an HR administrative role or similar
· Ideally, CIPD qualified or actively working towards it
· Strong organisation, written and verbal communication and numerical skills
· Excellent attention to detail and reliability
· Able to work independently as well as within a team
· High level of discretion and confidentiality
· An understanding of the basic HR principles with a passion to develop
· Good IT skills ((Excel - preferably at advanced level, Word, PowerPoint)
· Good time-management skills, proactive approach, ability to multitask and meet deadlines.

	HR Administrator – £28k + Benefits

-Benefits: 36 days holiday (28 + bank holidays) - Pension scheme - Life insurance - Health Shield healthcare & wellbeing benefits - Annual discretionary bonus - Long Service Awards - Employee Referral Scheme - Sales Lead Referral Scheme - Development & Training - Annual cost-of-living pay review.

Location: Maidenhead (Office Based), Full time, Permanent.

Are you passionate about improving employee experience and looking to develop in a role where you can make a real difference? We are looking for an organised, energetic and proactive HR Administrator to join our team during a pivotal time of growth. You won't just be pushing paper; you’ll be part of our journey ensuring we continue to support the business through this period.

You will have an opportunity to play a key role within HR, getting involved in many different areas including the onboarding process, feedback sessions and a variety of projects depending on business requirements, developing your knowledge and gaining valuable experience along the way.

Key Responsibilities
· Providing administrative support across all HR functions
· New Starter Experience - Supporting with induction planning and on boarding
· Preparing contracts, offer letters, and other HR documentation involved with the employee lifecycle
· Handling HR queries in a timely and professional manner
· Supporting absence management and maintaining accurate records
· Ensuring compliance with company policies and employment legislation
· Be involved with employee feedback leading to continuous improvement
About You
· Previous administrative experience (HR experience desirable but not essential)
· Strong organisational skills and attention to detail
· Excellent communication and interpersonal skills
· Ability to handle confidential information with discretion
· Proficient in Microsoft Office (Word, Excel, Outlook)
· A proactive and positive approach with a willingness to learn
Who will you be working with?
MCFT are a nationwide company specialising in catering and refrigeration maintenance, working with high-end customers across the UK, Netherlands, South Asia and the Middle East. We are leaders in our field — not just in the UK, but internationally — and this is driven by our people.

If this role is of interest, please apply today.




Two HR Administrator job adverts—one based in Hammersmith, London, and the other in Maidenhead—were analysed to identify the key skills and knowledge required for the role.

Both roles emphasise a generalist HR administrative function, including supporting recruitment, onboarding, and maintaining employee records. In the Hammersmith role, there is a stronger focus on technical HR processes such as managing HRIS systems, coordinating payroll support, handling audits, and contributing to policy development in line with UK employment legislation. This suggests a more operational and compliance-driven position.

In contrast, the Maidenhead role places greater emphasis on employee experience and organisational growth, highlighting involvement in feedback processes, continuous improvement, and supporting business expansion. While it still includes core administrative responsibilities such as preparing contracts and managing HR queries, it appears more development-focused and suitable for candidates earlier in their HR career.

Despite these differences, several key skills and knowledge areas are common across both adverts:
· Strong organisational and administrative skills
· Excellent communication and interpersonal skills
· Attention to detail and accuracy
· Ability to maintain confidentiality and discretion
· Knowledge of HR processes and employment legislation
· IT proficiency, particularly in Microsoft Office and HR systems
· Ability to work both independently and as part of a team
· Time management and the ability to meet deadlines

One of the most significant shared skills is organisational ability.

Organisational skills are essential in an HR Administrator role due to the volume and variety of tasks involved. HR professionals are responsible for managing employee records, coordinating recruitment processes, handling documentation, and supporting multiple stakeholders simultaneously. Without strong organisational skills, there is a risk of errors, missed deadlines, and non-compliance with legal requirements. For example, failing to properly manage onboarding documentation or payroll data could have serious operational and legal consequences.
Furthermore, effective organisation supports efficiency and productivity within the HR function. It enables HR administrators to prioritise tasks, manage time effectively, and ensure that processes run smoothly. This is particularly important in fast-paced environments, such as the Maidenhead role, where business growth requires adaptable and proactive support.

In conclusion, while the two job adverts differ slightly in focus—one being more compliance-driven and the other more development-oriented—they both highlight a consistent set of core skills. Among these, organisational ability stands out as a critical competency that underpins effective performance in the HR Administrator profession.





II. Self- Assessment and Evidence of Readiness
To assess my readiness for an HR Administrator role, I conducted a reflective self-assessment using a SWOT analysis, aligning my evaluation with the requirements identified in the Hammersmith and Maidenhead job adverts.

· Strengths
One of my key strengths is my organisational ability, which directly aligns with both roles. The adverts emphasise managing onboarding, maintaining employee records, handling HR queries, and coordinating recruitment processes. Through my academic work, I have demonstrated the ability to manage multiple deadlines, organise information effectively, and maintain structured documentation. This is particularly relevant to tasks such as managing HR inboxes and coordinating interviews.

I possess strong communication and interpersonal skills, which are essential for responding to employee queries and supporting managers during recruitment. My experience in previous job, group projects and presentations has helped me develop the ability to communicate clearly and professionally, a requirement highlighted in both job descriptions.

Additionally, I have a good level of IT proficiency, particularly in Microsoft Office applications such as Word and Excel. This aligns with both roles, especially the Hammersmith position, which requires working with HR systems (HRIS) and handling reports, payroll data, and employee records.

Another strength is my attention to detail, which is critical when preparing contracts, maintaining accurate records, and ensuring compliance with employment legislation. My academic work reflects a high level of accuracy and consistency, which is essential in HR administration.
· Weaknesses
A key weakness is my limited practical experience in HR environments, particularly in areas such as payroll support, HRIS systems, and audit preparation, which are specifically mentioned in the Hammersmith role. While I understand these concepts theoretically, I have not yet applied them in a real workplace setting.

I recognise a gap in my knowledge of UK employment legislation and HR policies. Both roles require an understanding of HR best practices and compliance, and the Hammersmith role specifically involves supporting policy development. This is an area I need to strengthen.

Another weakness is my confidence in handling real-time HR queries or sensitive employee issues. While I have developed communication skills academically, I have limited experience dealing with workplace scenarios that require discretion and quick decision-making.

· Opportunities
There are several opportunities available to address these gaps. I can pursue entry-level HR roles, internships, or work placements, like those referenced in the Maidenhead advert (e.g., university placement programmes). These would provide hands-on experience in onboarding, recruitment coordination, and employee engagement activities.

Additionally, I can work towards a CIPD qualification, which is mentioned as desirable in the Hammersmith role. This would significantly enhance my knowledge of HR practices and employment law.

Online learning platforms and resources can help me develop technical HR skills, including HRIS systems, payroll processes, and employment legislation. I can also improve my Excel skills to meet the “advanced level” requirement stated in the Hammersmith advert.

· Threats
One major threat is the competitive nature of the HR job market, particularly for roles that require prior experience. Many candidates may already have experience with HR systems, payroll, or compliance processes.

Another threat is the increasing reliance on HR technology, such as HRIS platforms and data-driven reporting. Without developing these technical skills, I may struggle to meet employer expectations.

Additionally, the requirement for accuracy and confidentiality in HR roles means that mistakes can have serious consequences, making it essential to build both competence and confidence.

· Evidence of Readiness
Despite my current limitations, I can demonstrate readiness for HR Administrator roles in several ways.

My academic achievements show my ability to manage workloads, meet deadlines, and produce accurate work, which aligns with the administrative and organisational demands of both roles.

Through group work and presentations, I have developed communication and teamwork skills that are essential for interacting with employees and supporting managers, as required in both job adverts. I have also gained transferable skills from previous part-time work, such as handling queries, working under pressure, and maintaining professionalism. These experiences are particularly relevant to managing HR inboxes and responding to employee concerns.

Furthermore, I have shown a proactive approach to development by improving my IT skills and seeking opportunities to learn more about HR practices. This reflects the “willingness to learn” highlighted in the Maidenhead role. Overall, while I need to gain more practical HR experience and technical knowledge, my current skills and commitment to development demonstrate a strong foundation for entering the HR profession.


III. Employment Goals and Personal Development Plan
Based on my SWOT analysis and the requirements of the two HR Administrator roles, I have identified clear short-term and long-term goals.

· My short-term goal is to secure an entry-level HR position, such as an HR Assistant or HR Administrator role, within the next 6–12 months. This will allow me to gain practical experience in key areas highlighted in the job adverts, including onboarding, recruitment coordination, handling HR queries, and maintaining employee records.

· My long-term goal is to progress into a more advanced HR role, such as HR Advisor, where I can take on greater responsibility in areas such as policy development, employee relations, and HR strategy. This aligns with the Hammersmith role’s exposure to projects, audits, and policy work, as well as the Maidenhead role’s focus on continuous improvement and employee experience.
These goals are important because they provide a structured pathway to develop both the technical and interpersonal skills required in the HR profession.

· Personal Development Plan
To address my identified weaknesses, I will implement the following plan:
· Gain HR Experience (0–12 months): Apply for internships, placements, or entry-level HR roles to gain hands-on experience in onboarding, recruitment, and HR administration.
· Develop HR Knowledge (0–6 months): Begin working towards a CIPD qualification and complete online courses in UK employment law and HR best practices.
· Improve Technical Skills (0–6 months): Enhance my Excel skills to an advanced level and gain familiarity with HRIS systems through online training.
· Build Confidence (Ongoing): Engage in real-world scenarios through work experience and practice handling professional communication in different contexts.
· Measure Progress: Track job applications, completed courses, and feedback from tutors or employers. Review progresses every three months to ensure continuous improvement.
This plan will help me develop the skills and experience required to meet the expectations outlined in both job adverts and successfully progress in my HR career.
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