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BUSINESS AN RESOURCES 
PERSON SPECIFICATION

POST TITLE:
HR Operations Assistant
GRADE:

Band 4 
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· GCSE in English and Maths Grade C or above (or equivalent in subject and level)
	· Level 2 in business administration (or equivalent in subject and level)

· CIPD certificate in Personal Practice (or equivalent in subject and level)

	· Application form

· Certificates



	Work Experience


	· Experience of working in an administrative role

· Experience of using IT packages e.g. Microsoft Office (Word and Excel)
	· Experience of working in a HR administrative role

· Experience of using Oracle


	· Application form

· Interview

· References

· Work based scenario


	Knowledge/

Skills/

Aptitudes


	· Able to understand and interpret policies, procedures and terms and conditions of employment

· Able to communicate effectively with a range of internal and external people at different levels, and adapt communication style as appropriate
· Excellent written and verbal skills

· Excellent organisational skills

	· Knowledge and understanding of HR

	· Interview
· References



	Disposition


	· A clear understanding of the importance of security, data integrity and confidentiality
· An awareness of GDPR legislation
· Flexible approach to work

· Committee to the principles of equality and diversity 
	
	· Interview
· References



	Circumstances
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