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Reports to: HR Operations Manager

Job purpose
 

Job description
Job title: HR Administrator

Hours:

Salary:

Location:

Contract:

37 hours per week

£25,000 per annum

Northampton

Permanent

To provide administrative support to the HR
team, ensuring the smooth and efficient
operation of HR functions such as
employee records management,
onboarding, payroll support, recruitment
and compliance with employment law and
the Associations policies and procedures.

— We’re one strong team: Work across the
    HR team and wider organisation
    managing processes and resolving
    enquiries

— We make every day count: Ensure a
   quick and smooth onboarding process of
    new colleagues

— We think big: Continuous improvement
    is key for our HR processes

— We are determined: Maintain employee 
    records and systems and ensure up to
    date data is available at all times
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Main responsibilities
 HR Administration

— Maintain and update employee records and
    HR databases (e.g., personnel files, HRIS)

— Prepare HR documents such as employment
    contracts, letters, and contract variations

— Support Payroll tasks as required

— Provide data and reports as requested

Onboarding and Offboarding
— Coordinate new hire onboarding, including
   documentation and induction schedules

— Ensure all new starter paperwork is
   complete and compliant with UK legislation

— Responsible for the accurate and timely
   completion of Right to Work checks

— Complete HR inductions on employees 
    first day

— Support the offboarding process, includin
    resignation acceptance letters and
    processing through HRIS

Employee Support
— Act as a first point of contact for general HR
queries including maintaining the HR enquiries
inbox

— Support HR Business Partners with
   arranging meetings and other admin tasks 
   as required

— Escalate queries appropriately to ensure 
   fast and effective resolution

General 
— Provide administrative support to the wider
   HR team

— Assist with HR projects and initiatives as
   needed

— Ensure your ways of working align to our
   values and our purpose

— Use good discretion with handling sensitive
    and confidential data

— Be inclusive, understanding, and empathetic 
    when working with an supporting our people

— Undertake any training that is useful and
   relevant for the role

— Be adaptable to take on a variety of task
   and other duties that may be reasonable in
   this role in support of the overall team
   
Recruitment Support (as required)
— Assist with job postings, interview
    scheduling and liaising with hiring managers

— Communicate with candidates throughout
    the hiring process, ensuring an excellent
    candidate experience

— Prepare verbal offer confirmations and
   assist with pre-employment checks

— Take the lead for recruitment activity in the
    absence of the Recruitment Specialist
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Essential criteria
 — Proven experience as an administrator

   experience in a HR administration role is
   desirable

— Good experience working with and updating
    systems, including HRIS and ATS

— Good experience using MS Office,
   Sharepoint, and HRIS reporting tools

— Good technical skills, with ability to analyse
    and organise data

— Excellent organisation and time
   management

— Communicates well verbally and in writing

— Collaborative team member

Desirable
— Proven experience in a HR administration
    role

— Basic understanding of HR practices is
    desirable
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