HR Assistant
Reports To:
HR Manager
 
Grade:

C
JD ID:


Supervises:
N/A
Main Purpose

· To provide administrative support to the HR team, assisting with the day to day efficient operation of the HR department, maintaining a high standard of work at all times.

Duties

1. Act as a first point of contact for enquiries.

2. Assist with recruitment and induction processes e.g. inputting data, preparing applications pack and correspondence, references etc.

3. Inputting and maintaining accurate HR records on the Personnel Database including personal staff details, changes to contract, sickness etc.

4. Assisting with the collection and recording of HR information on a daily/weekly/monthly basis.

5. Maintaining the HR and training filing systems ensuring filing is kept up to date.

6. Assisting with the provision of payroll information to the finance department on a monthly basis in a timely and accurate fashion.

7. Provide support to the HR Officer in relation to the administration of the company pension scheme.

8. Assist with the coordination of staff training, keeping up to date records on the database, producing certificates etc.

9. General administration duties such as photocopying, faxing, filing, post etc.

10. Undertake any other reasonable duties as directed by the HR Manager/Officer when necessary.

WORKING RELATIONSHIPS AND CONTACTS

Internal: 

All staff e.g. Directors, Managers, Nurses, Support and Domestic Workers

External:

E.g. Recruitment agencies, job applicants, general enquiries from the public. 

CHRISTIAN ETHOS AND VALUES

The post holder must carry out all duties in a manner which is consistent with Martha Trust policies, procedures and practices, and to maintain at all times the Christian ethos and values of the organisation, ensuring, as far as possible, that all activities within the work setting are consistent with those values.

CONFIDENTIALITY

The post holder must ensure that any information relating to employees (future, current and past) or Service Users is treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of the team or managers.

HEALTH AND SAFETY

The post holder must be familiar with Martha Trust Health & Safety policies and guidelines as well as their legal responsibilities. All work should be undertaken so as to be consistent with these, and so as to ensure own health and safety, and that of others affected by their work.

PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· Educated to GCSE level or equivalent


	· Administrative Qualification NVQ2 or equivalent

	
	
	

	Knowledge
	· Knowledge of administrative processes and functions
	· Knowledge of HR processes and functions



	
	
	

	Experience
	· Experience in an Administrative role
	· Previous experience in an HR environment

	
	
	

	Technical
	· Excellent working knowledge of Microsoft packages i.e. Word and Excel
	· Experience of Access or similar database systems

	
	
	

	Work-based Skills
	· Excellent written and oral communication skills

· Customer focus, both internal and external

· Excellent administration skills

· Attention to detail

· The ability to work unsupervised using your own initiative

· The ability to work effectively as part of a team

· Ability to maintain confidentiality at all times


	

	
	
	

	General Skills/Attributes
	· Flexible and positive can-do approach to all tasks
	

	
	
	


This job description and person specification is not exhaustive and amendments and additions may be required in line with future changes in the post holder duties.
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