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Job Description

People Administrator – Finance & Support team
Responsible to: Head of People and Culture 
Responsible for: No direct reports
Hours: 35 hours worked over 5 days per week 

Location: Hybrid with a minimum of 2 days per week in the London office or as required. 

About the Role:

To provide comprehensive, accurate and confidential HR administration support across the employee lifecycle. Working alongside the Head of People & Culture, you will help deliver an efficient and people-focused HR service by maintaining accurate records, supporting recruitment and onboarding activities, responding to general HR enquiries, and assisting with the day-to-day administration of HR processes, in line with employment legislation and organisational policies.
Key Responsibilities:
HR Administration
· Acting as the first point of contact for HR enquiries via email, telephone, Microsoft Teams and in person.
· Manage and organise HR inbox queries, provide professional guidance on HR matters to employees and managers, escalating more complex issues where appropriate.
· Maintaining accurate electronic employee records and ensuring all HR documentation is completed and filed correctly.

· Preparing contracts of employment, offer letters, contract amendments and other employment documentation.
· Coordinating onboarding and offboarding activities to ensure a positive employee experience.
· Supporting probation processes, ensuring reviews are completed and managers receive timely reminders.

· Preparing standard employment references and maintaining organisational charts and employee records.

· Producing HR reports and workforce information to support business planning and compliance.
· Managing the administration of employee benefits, salary sacrifice schemes and other employee reward initiatives. 
· Working closely with the Head of People and Culture and the Finance Team to ensure payroll changes, benefits and employee data are communicated accurately and on time.
· Preparing and processing of monthly invoices for Payroll.
Recruitment & Onboarding

· Supporting and Coordinating recruitment campaigns and administration inc liaising with recruiting managers, candidates and recruitment agencies where required.

· Managing pre-employment checks including right to work, references, DBS checks and occupational health documentation.

· Monitoring recruitment activity and maintaining accurate recruitment records.

· Working with managers to coordinate effective induction plans and deliver induction sessions for new employees.
Learning & Development

· Administering the e-learning system.

· Enrolling employees onto mandatory and development training.

· Monitoring completion rates and producing regular reports.

· Recording learning and development activity on the HR system.

· Providing administrative support for internal and external training events.

HR Operations

· Responsible for Maintaining accurate HR systems, databases and employee records. 

· Supporting the day-to-day administration of HR policies and procedures. 

· Preparing HR documentation and materials as required. 
· Supporting equality, diversity and inclusion initiatives and helping to ensure HR processes are applied fairly, consistently and in line with organisational values.

· Assisting with employee relations meetings where required, including note-taking and record-keeping. 

· Supporting staff recognition activities and employee engagement initiatives. 

· Ensuring employee records are maintained in line with GDPR requirements. 

· Providing administrative support for HR projects and process improvement activities.

· Proactively identifying and implementing improvements to HR systems, processes, and workflows to enhance efficiency and employee experience.

Projects

· Providing key HR support in HR projects and process improvement activities.  

Person Specification

	Qualifications & Training

Method of Assessment: Application & Certificate Check

	Essential requirement
	Desirable requirement

	Previous experience working in an HR Administrator or HR Coordinator role, with a strong understanding of HR processes, policies, and data management.
	CIPD Level 3 qualification (or working towards/willing to work towards).



	Experience & Knowledge 

Method of Assessment: Application, interview/tests & References

	Essential requirement
	Desirable requirement

	Experience in supporting HR functions across the employee life cycle, including hiring, contract management, change of terms & conditions, payroll, benefits administration, and exit processes.
Experience of working in a HR customer-focused or employee-facing environment.
Experience of maintaining HR systems and employee records with excellent attention to detail.

Experience of supporting recruitment, onboarding and offboarding processes.

Experienced in handling confidential and sensitive information with discretion.
	Experience working within a charity, not-for-profit or membership organisation.



	Skills & Abilities 

Method of Assessment: Application, Interview & Tests, if applicable

	Essential requirement
	Desirable requirement

	Excellent interpersonal skills with the confidence to build positive working relationships and support colleagues across the organisation.

Friendly, approachable and professional communication style.

Strong organisational skills with the ability to manage multiple priorities.

Confident using Microsoft Office 365, including Outlook, Teams, Word, Excel and SharePoint.

Strong written and verbal communication skills.

Able to work independently while also contributing positively to a collaborative team.
	Minute taking.
Experience supporting employee relations processes. 

Experience coordinating learning and development activities.



	Personal Qualities / Competencies

Method of Assessment: Application, Interview, References & Tests, if applicable

	Essential requirement
	Desirable requirement

	An interest in developing a career in HR and supporting a positive employee experience.
Proactive, organised and able to use their own initiative.

Calm and resilient when managing competing priorities.

Positive, adaptable and solutions focused.

Committed to delivering an outstanding employee experience.

Aligned with Bank Worker’s Charity values by demonstrating integrity, caring, respect, achievement and fairness.
	A continuous improvement mindset and willingness to learn new systems and processes. 
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