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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

HR Operations Assistant

GRADE:


Band 4 

RESPONSIBLE TO:
HR Operations Manager
RESPONSIBLE FOR:
Providing excellent HR administrative services to our customers
Overall Objectives of the Post:

The post is to provide administrative support to the HR Operations Team.  Additionally, the role will support the work of HR Services to ensure the effective delivery of services to colleagues and customers.
Key Tasks of the Post:

1. You will achieve these objectives by:

· Ensuring that all required HR processes and associated documents are completed and issued effectively, accurately and in a timely manner.

· Following documented procedures/processes to complete all aspects of HR administration.

· Ensuring all employee and recruitment records are accurate and kept up to date.

· Inputting employment changes, applicants, new starters and leavers on to the HR system.

· Contributing to ensuring all payments to employees are accurate and paid on time.

· Assisting with the processing of pre-employment and employment clearances including DBS and baseline security checks.

· Acting as a first contact point for customers making enquiries, or requiring support from the HR Operations Team, and ensuring all requests are processed efficiently and effectively.

· Ensuring data security and confidentiality is maintained.

· Ensuring knowledge and understanding of the HR policies and procedures is kept up to date

· Contributing to the overall effectiveness of the HR Operations Team by sharing knowledge and assisting with skills transfer.

· Behaving in a professional manner at all times, including in all communications and when dealing face to face with employees and prospective employees.

· Actively taking part in employee and recruitment drop in sessions.

· Producing corporate ID badges.

· Working in an organised manner at all times.

· Using initiative to recognise and suggest improvements and development opportunities for service delivery.

· Supporting colleagues in providing excellent customer services.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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