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	Mission Statement

‘To provide education and skills that enhance the region’s economic and social prosperity’



	Job Description
	


	Post Holder
	

	Job Title
	Apprentice – Human Resources Assistant


	Responsible to
	Director of Human Resources



Key Strategic Objectives 
· To actively contribute to the organisation’ strategic plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the organisation’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the organisation’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College/Northern Skills Group.
Specifically the post holder's responsibilities will be as follows:
1
Support the Human Resources Team with recruitment campaigns, which will include:

· Prepare and produce job vacancy adverts.

· Ensuring Job Descriptions and Person Specification are accurate.

· Prepare documentation for and coordinating recruitment events, so as:

· The shortlisting process.
· The Skills Test and / or Micro Teach Test.

· The Interview process.

· Liaise with job applicants and candidates, line managers and HR Business Partner, in relation to the recruitment activity.

· Assisting with the smooth running of recruitment days including meeting and greeting candidates and checking their ID and qualification documentation meet the requirements of the post. 
2
Prepare contracts of employment and contract variation paperwork, and ensure information is shared with payroll, to enable the transition of accurate information of new starters and contract variations are efficiently processed.

3
Actively involved in the on-boarding of new staff, provide joining instructions and meet and greet staff when they arrive on their first day. 

4
Accurately input data into the Human Resources Information System (Software For People).

5
Coordinate and administer the sickness absence information process, including:

· The data inputting of sickness absence information onto the HRIS.

· Collation of sickness absence information.

· Liaise with staff and managers to follow up missing submissions.  
· Produce weekly absence reports for the Human Resources Business Partners and Payroll.
6
Provide ongoing administrative support to the Human Resources team. 
7
Provide excellent customer service to all applicants, candidates, staff, managers and external visitors.  
8
Respond efficiently to staff requests received by the Human Resources department by email, telephone or face to face.
9
Process requests for employment references.
10
Administer and coordinate the Exit Interview process.
11
Adhere to Data Protection / Confidentiality requirements.

12
Present a positive, professional image of the organisation in all interactions with staff, recruitment candidates and suppliers.

13
To actively show a commitment to the Human Resources Department’s Strategic Objectives.
14
To show an active commitment to the organisation's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

15
To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the organisation.

16
To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

17
The organisation may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the organisation.

Signed:  __________________________________ Date:  ______________
	PERSON SPECIFICATION

	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	Skills and Abilities


	Essential
	1.1
	Strong verbal and written communication skills.

	Application
/Interview

	
	1.2
	Good IT Skills, (MS Office applications – Word, Excel, Powerpoint, Outlook, Internet).

	

	
	1.3
	Excellent organisational skills.

	

	Desirable
	1.4
	Experience of working in a busy office environment in an administrative post.


	

	Qualifications and Training


	Essential
	2.1
	At least 3 GCSEs, including Grade C or above in Maths and English (or equivalent).

	Application / 
Interview /

Certificates

	
	2.2
	A commitment to undertake any mandatory training relevant to the role.


	

	Desirable


	2.3
	Level 2 Business Administration 


	Application

	Attitude/Disposition


	Essential
	3.1
	Demonstrable interest in people management.

	Application /
 Interview



	
	3.2
	Proactive and enthusiastic.


	

	
	3.3
	Team Player.

	

	
	3.4
	Adaptable and flexible.

	

	
	3.5
	Commitment to quality of work with attention to detail.


	

	
	3.7
	Commitment to achievement of Human Resources Apprenticeship.

	

	
	3.9
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the organisation.
	


Contract Arrangements
Apprenticeship Staff will be engaged under a Contract of Employment determined by the organisation, supported by Contract Guidelines.  Within your contract, the following salient features will apply:

	1.
	Contract type


	Human Resources Apprenticeship.
Full Time.  Fixed Term for 18 months.

	

	2.
	Working week


	37 hours.  
8.30 am – 5.00 pm Monday – Thursday

8.30 am – 4.30 pm Friday

One hour lunch break.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days. 

	

	4.
	Period of Notice


	One month.

	5.
	Salary 
	Starting salary is £10,417.57 per annum for the first 12 months, increasing to National Minimum/Living Wage, relevant to age, up to £15,838.57 per annum.

	

	6.
	Pension
	Apprentices are not automatically opted into the Pension Scheme but may request to opt in should they wish to do so.   Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, with the potential to increase this to a matched contribution of 5% of pensionable salary.  

	

	7.
	Sickness
	The organisations sickness policy will apply (further information is available from the Human Resources Department on request).

	

	8.
	Probationary Period


	6 months.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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