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Job Description


Post Title: 		HR Assistant       
Post Reference: 	T183
Grade:   		G        	
Duration: 		Permanent 
Reports to:		Group HR Manager 



Job Purpose

To provide functional and administrative support to the HR Team. To work effectively within the HR Team to provide an efficient and effective HR service to the Tees Valley Combined Authority.  

Competency Framework Level

	
	General Competencies

	All Staff
	· We do what we say we will
· We do it when we say we will
· We aim for excellence
· We keep people informed
· We strive to learn and develop
· We give and receive constructive feedback and act on it




Assistant

	
	Leadership & Direction

	Assistant

	· Takes ownership of assigned tasks  
· Demonstrates proactivity to see beyond the task in hand,  
· Maintains enthusiasm and commitment  
· Lives out ‘what good looks like’ in all tasks and interactions  
· Understands the customer need in their daily interaction and aims to deliver service excellence  
· Learns from the experience of self and others 




	
	Communication & Influence

	Assistant

	· Delivers a harmonious working environment with colleague via the handling of their requests  
· Anticipates the impact of their communication and adapts accordingly  
· Captures a query and understand how this will translate to a solution  
· Feeds back on how a query has been resolved  
· Communicates respectfully with every level of stakeholder  
· Understands the service level of delivery and respect attached to each interaction 




	
	Experience & Technical

	Assistant

	· Supports the organisation on a day to day basis on defined projects or programmes  
· Is gaining the technical knowledge / skills required to undertake their day to day responsibilities and is supported to access anything outside of their skillset  
· Manages day to day relationships with other staff members within their field  
· Is responsible for output of individual task 




	
	Responsibility & Accountability

	Assistant

	· Has operational responsibility and accountability to Manager for their delegated tasks Anything is possible 10
· Has operational responsibility and accountability to (Senior) Manager for their delegated tasks 
· Takes personal ownership of challenges/issues through to resolution




Duties & Responsibilities

1. Deal with HR queries either face to face of via the TVCA Group HR inboxes, which should be monitored on a daily basis -  action the manageable queries, or escalate it to the appropriate member of the team.

2. Support Recruitment within TVCA Group when required. This will involve:
· Working with line managers to edit or draft Job Descriptions  
· Uploading adverts to Northeast Jobs and Safe HR with required documentation  
· Dealing with candidates throughout, from query handling to invitations to interview issuance. 
· Liaising with line managers on room bookings and equipment for interviews if required  
· Creating shortlisting matrices for line manager use  
· Creating interview scoring matrices for line manager use  
· Support in the completion of pre-employment checks, education qualification evidence, right to work, medical questionnaires and Occupational Health referrals (where appropriate).  

3.    Support the onboarding of new starters when required. This will involve:  
· Sending the relevant joiner forms to payroll  
· Ordering I.T equipment, Microsoft access, and mobile phone  
· Workstation kit order and set up 
· Communication to the new starter throughout and for Day 1 start.  
· Setting up flexi and holiday card and calculating holidays where a pro-rata occurs. 
· Obtain, track and complete references for new starters as part of the pre-employment process. 
 
4. Tracking probations for TVCA Group keeping records up to date. Including, sending timely prompts to line managers for the completed return of 6 monthly meeting notes and ensuring that signed off employees receive a passed probation letter.   
 
5. Produce HR Administrative documents for sign off by the Group HR Manager/Group HR Business Partner, for example (but not limited to), contracts, offers, variation letters and any letters that are the result of an HR process.  
 
6. Send payroll-required ‘Xen’ forms where required for onboarding, for leavers and any variation changes. Update the SLV for the instructions, so that payroll checking can be undertaken.  

7. Assist generally with HR administration and use necessary software (Safe HR and Visio as examples), including electronic filing, creating and updating tracking documents, note/minute taking at HR meetings, telephone queries and providing references for previous members of staff as required. 

8. Undertake any other duties that may be deemed reasonable and necessary to meet the duties and responsibilities of the post and undertake any training that is identified as being required to achieve this.

9. To take reasonable care of your own Health and Safety and co-operate with management, so far as is necessary, to enable compliance with the health and safety rules and legislative requirements.

10. Work flexibly and undertake such other duties and responsibilities commensurate with the grading and nature of the post.

11. Ensure compliance with Corporate Governance procedures, procurement regulations and the Data Protection Act and behave according to the Employees’ Code of Conduct. 

This job description outlines the main activities of the post holder. It is not intended to be an exhaustive list of specific duties and activities.
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