HR Support Apprentice

Job Summury
As an HR Support Apprentice, you will work closely with the Workforce Development Manager and gain valuable experience to kickstart your HR career. You will help with different HR tasks like recruitment, paperwork, data reporting, and supporting the team. This apprenticeship will help you build the skills needed to become an HR professional, with the opportunity for hybrid working after the induction period.
Main Duties:
· Recruitment Support: Help with writing job descriptions, creating job adverts, and posting them online. Assist with interview paperwork and scheduling.
· Pre-Employment Checks & Onboarding: Support checks like DBS and identity verification. Prepare documents for new staff and volunteers.
· Maintain Employee Records: Keep employee records up to date and support with the ATS (Applicant Tracking System).
· Employee Communication: Help with communication between HR, managers, and employees on HR-related matters.
· Data & Reports: Assist with compiling and generating reports on areas like recruitment and training.
· General HR Support: Help with daily HR tasks, record-keeping, and document preparation.
· Training Support: Help organize and coordinate training events for staff.
· Compliance & Policies: Make sure HR policies follow employment laws and are applied properly across the organization.
Person Specification:
· Experience:
Experience in admin work, record-keeping, and supporting teams.
Good knowledge of Microsoft Office (Word, Excel, Outlook).
Experience with patients.
Two years experience in NHS
· Qualifications:
GCSE English and Maths (or equivalent).
Interested in pursuing a CIPD Level 3 qualification in HR.
· Skills:
Organized and good with details.
Good communication skills.
Able to keep information confidential.
Ability to work well in a team and assist with various tasks.
· Personal Attributes:
Enthusiastic and eager to learn.
Able to manage tasks well and stay proactive.
Interested in building a career in HR.
Date posted: 10 March 2025
Pay scheme: Other
Salary: £24,369 a year
Contract: Permanent
Working pattern: Full-time
Reference number: B0298-13-0009
Job locations:
The Alcohol & Drug Service
Trust Headquarters,
Marlborough St,
Bristol BS1 3NU

