SMART WORKS

People Coordinator

Salary: £30,784-£34,000 depending on experience

Contract: Fixed term for 12 months

Working pattern: Full time, 9am-5pm but open to flexible working
Location: London with hybrid working possible

Closing date: 9am on Monday 17" August



Smart Works is a dynamic, high profile and fast-growing UK
charity that dresses and coaches unemployed women for
success at their job interview. We empower each woman by
giving her the clothes and the confidence she needs to succeed.
After visiting Smart Works, 68% of clients secure a job, gaining
financial independence and transforming their lives.

The Smart Works service is delivered in London, Manchester,
Edinburgh, Birmingham, Newcastle, Reading, Bristol and Leeds.
Over the past ten years, Smart Works has helped over 50,000
women, and last year alone we reached 10,600 women. It is our
mission that any woman who needs our service should be able to
find her way to a Smart Works centre.

In 2025 we launched our new 5-year strategy- we are aiming to
build a future where every woman, at any stage of her career, can
access trusted, personalised support to secure employment. We
aspire to be local in feel, national in reach, shaped by the voices
of women, valuing every story and every success.

More information about who we are can be found on our
Smart Works website.
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ABOUT THE ROLE

The People Coordinator will play a key role in ensuring the smooth day-to-day running of the People
Team. They will provide high-quality administrative support across the employee lifecycle, coordinate
recruitment activities, maintain People systems and records, and help deliver an excellent experience
for candidates, employees and line managers at Smart Works.

As one of the first points of contact for the People Team, they will provide friendly and efficient
support, resolving routine queries and ensuring that administrative processes are delivered accurately
and on time.

The role will also contribute to continuous improvement projects and help ensure the People Team
can focus on strategic business partnering by providing excellent operational coordination.

DUTIES AND RESPONSIBILITIES

Recruitment

« Administration of our Applicant Tracking System, Hireful, including adding new jobs, contacting
candidates, arranging interviews and providing feedback

. Managing the Recruitment inbox and responding to queries in a timely and professional manner

. Using Canva to format and publish job adverts in line with Smart Works brand guidelines

« Meeting with hiring managers to understand role requirements and recruitment timelines

. Proactively following up with managers for key information and feedback on interviews

« Assisting with Trustee recruitment when required

. Gathering feedback on candidates’ experience and identifying areas where it could be improved

. Ensuring hiring managers are supported to carry out recruitment efforts in line with Smart Works’
recruitment policy

« Monitoring recruitment timelines and helping ensure vacancies continue to progress



Employee lifecycle

Preparing offer letters, employment contracts, variation letters and other People documentation
Supporting compliance by coordinating pre-employment checks, monitoring key deadlines and
maintaining accurate records throughout the employee lifecycle

Supporting employees and line managers through induction and onboarding activities, including
probation and early performance processes

Supporting employees and line managers through key moments within the employee lifecycle,
providing guidance on People policies and coordinating related administrative processes for
family leave, sickness absence, bereavement, flexible working and organisational leavers

HR Administration

Maintaining electronic personnel files

Raising relevant invoices for approval and payment

Monitoring shared inboxes and ensuring enquiries are triaged appropriately

Management of our HRIS Breathe, ensuring profiles are added or removed, and all employee data
IS up to date

Updating monthly payroll documents with new starters, changes and leavers and supporting
overall payroll preparation

Supporting annual People processes such as appraisals, benefit renewals etc.

Handling sensitive and confidential information with professionalism, discretion and sound
judgement

Support, projects, and continuous improvement

Contributing ideas to improve People processes, administrative procedures, and ways of working
to increase efficiency and enhance the employee experience

« Supporting wider People Team projects as required
. Taking notes for People Team meetings when needed




Essential
« Excellent written and spoken communication skills, with the ability to communicate professionally
with a wide range of stakeholders.
« Excellent time management and prioritisation skills
. High level of accuracy and attention to detail
« Good working knowledge of Microsoft Suite, including Outlook, Word and Excel
. Able to maintain confidentiality and handle sensitive information
« Experience working with and communicating with customers or clients to provide a service
. Basic knowledge of GDPR regulations, confidentiality, and hiring best practices
. Comfortable working at least two days per week in a busy office environment

Desirable
« Experience working in an HR, Recruitment or People team
« Experience using an HRIS/ATS/CRM or similar
« Experience working with line managers to coordinate recruitment activities such as advertising
roles, arranging interviews and communicating with candidates
« Experience using Canva
« Awareness of employment law and legislation
. Interested in developing a career in HR and/or Recruitment
. Passionate about promoting fair and equitable employment practices

We promote equality, diversity and inclusion in our workplace and make recruitment decisions by
matching Smart Works’ needs with the skills and experience of candidates. These decisions are
made irrespective of age, race (including colour, nationality, ethnicity and national origin), disability
(including hidden disabilities), sex, gender identity or gender reassignment, marriage and civil
partnership, pregnancy and maternity, religion or belief, and sexual orientation. We are keen to
encourage a diverse range of perspectives, skills, experience and knowledge within Smart Works
Charity.



BENEFITS, TERMS, AND
CONDITIONS i

LCZE SALARY
. Salary of £30,784-£34,000 depending on experience. | EMPLOYER

« 12 month fixed term contract

« Full-time role, Monday to Friday but open to flexible working. Smart Works Charity operates a hybrid
working approach guided by our Day-to-Day Working Policy. Our standard working week is 40
hours, with flexibility around start and finish times, provided our core hours of 10am to 4pm are
covered.

. Based in London but with hybrid working in agreement with the line manager. For most roles, we
ask staff to work at least three days a week in the office (pro-rata for part-time roles), including at
least one Monday or Friday, with the remaining days from home.

« Reporting to the People Partner.

« 25 days annual leave, plus bank holidays and additional discretionary leave between Christmas and
New Year

. Healthcare cashback plan via Simply Health including money back on eyecare, dental care,
prescriptions, diagnostics and more

« Option to add a partner for a cost and up to 4 children for free

. 24/7 wellbeing phoneline and free face-to-face counselling on referral

« 3% Employer Pension Contribution, 5% Employee Contribution.

. Enhanced maternity/paternity pay after 1 years service -y _

. Other enhanced compassionate and family leave policies to support colleag " Slmplyhealth

« VIP access at some Smart Works sales, events and pop-up shops.

« Positive working environment with investment in training and progression.

« All successful applicants must provide references and complete a satisfactory Basic DBS and Right
to Work check.




To apply, please submit a CV and answers to the following questions through our recruitment system
by 9am on Monday 17th August:

1. Why do you want to work for Smart Works and in this particular role? (max 200 words)

2.How do you think your current skills and experience make you well suited to this role? (max 200
words)

INTERVIEWS

First round interviews will be held on Friday 21st August via Microsoft Teams, and second round
interviews will be held on Wednesday 26th August in our North London centre.

ADJUSTMENTS

If you require any reasonable adjustments or alterations for the application and recruitment
processes, please contact recruitment@smartworks.org.uk.

Smart Works is committed to best practice employment practices, including reducing the burden for those
seeking work. Smart Works will therefore reimburse reasonable costs of travel to interviews if required.

At Smart Works we will apply suitable measures to keep your information secure in
accordance with our Privacy Policy (a current version of which is available on our website).


https://smartworks.org.uk/privacy-policy/
http://smartworks.org.uk/privacy/)
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