	Service Area:
	Human Resources

	
	

	Job Title/Grade:
	HR Administration Assistant (Scale 4)

	
	

	Responsible to:
	HR Business Partner 

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	Administration of the recruitment process in accordance with the Value Based Recruitment Policy & Procedure, including but not limited to:
· Uploading of job vacancies
· Processing shortlisting
· Issuing of invite to interview letters
· Completion of pre-employment checks (e.g. references, DBS checks etc.)
· Preparing contracts of employment

	Maintaining accurate logs and pro-actively ensuring that all starter and leaver actions are undertaken in a timely manner, such as probation and induction processes

	Input payroll changes on the personnel database
Maintenance of accurate employee information on the personnel database and support staff with self service queries
Maintenance of personnel data and digital filing system, in accordance with the current Data Protection legislation.

	Using standard reports provide management information as and when required and identify HR matters to managers e.g. when probationary reviews required; long service awards, short and long term sickness absence in conjunction with the HR Business Partner.

	Under the direction of the HR Business Partner -completion of, national statistical surveys and Freedom of Information Requests within the appropriate set deadlines.

	Under the direction of the HR/Transformation Project Lead - to administer the Council’s Staff Development Programme and any other corporate training courses, and monitor usage of the RDC e-learning and appraisal process.

	To liaise with external training providers and internal trainers on practical arrangements.

	To manage the booking system, room bookings, joining instructions and evaluation process for all training courses, and any other associated administration.

	Liaise with Payroll on all payroll related administration and liaise with managers to solve any queries arising affecting employee details/pay/sickness in a timely manner.

	Keep up to date with current HR trends/practices/employment legislation and its implications.

	To deal with adhoc and any other general office duties.



	Job Description
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	Corporate Responsibilities

	To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	To support the Council’s Equalities & Diversity Policies.

	All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	To contribute to project work arising from the Business Plan and to undertaken any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.







	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:





Person Specification
	Post
	HR Support Assistant



	Essential Requirements

	Qualifications

	 Good standard of numeracy or literacy (GCSE Level 5 or above  - or equivalent)

	Knowledge and Skills

	Strong working knowledge of Microsoft Office software including Outlook, Word and Excel.

	Excellent written and verbal communications including high standard of grammar and spelling
Excellent time management skills
Excellent organisational skills
Excellent attention to detail
Understand why equalities and diversity is important and can apply this in the workplace

	Experience

	Recent experience in an administrative role
Experience in a customer facing role
Experience of drafting correspondence
Good track record in using database systems including writing and running reports

	Ability

	Able to prioritise work appropriately

	Able to work to deadlines and work under pressure

	Flexible, pro-active and adaptable

	Effective team working. Sharing ownership, team goals and workload

	Commitment to maximising potential and continuous improvement of self and of service
Able to contribute positive suggestions and willing to take forward

	Able to establish and maintain effective relationships with people at all level

	Able to demonstrate a commitment to customer service

	Ability to act confidently and assertively




	Desirable Requirements

	Qualifications
· Level 3 CIPD qualification or above

	Knowledge and Skills
· Basic Employment Law knowledge e.g. Equality Act, ACAS Codes
· Advanced Excel skills including formulae

	· Knowledge of HR system work

	Experience 
· Experience of working in a Human Resources department
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