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Job Description

	1. POST DETAILS

	Business Centre:
	Corporate Services

	Division:
	Human Resources

	Grade
	6/7

	Working Hours:
	37 hours per week

	Work Base:
	Civic Centre

	Prepared/Agreed by:
	Human Resources Officer/Corporate Head of Human Resources and Organisational Development 



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Recruitment and Retention Business Partner

	Directly Supervises:
	None



	3. JOB PURPOSE / OBJECTIVES

	To assist in providing a comprehensive HR service to the Council, focussing particularly on
1. recruitment activities, including preparing and placing adverts, organising interviews, medical clearance and references, and preparing contracts of employment  
2. providing generic first-line HR support and advice to staff and managers













	4. MAIN DUTIES OF THE POST

	RECRUITMENT

	i. Liaises with managers on recruitment – agreeing recruitment timetables, drafting and placing adverts, organising applicant packs and arranging interviews.

ii. Assist in the implementation of selection exercises as needed


	iii. Drafts contract documentation for new appointments, undertaking pre-employment checks such as eligibility to work in the UK, medical clearance, references, Disclosure and Barring and BPSS clearance as necessary.


	iv. Liaises with new employees and their managers regarding undertaking their induction.


	COMPUTER SYSTEMS

	i. Sets up and maintains computerised Human Resources records for staff including establishment list

ii. Maintenance of sickness data and prepare reports as needed


	iii. Assists with systems administration for HR Pro, the Council’s computerised human resources system, helping to produce reports and statistics.


	iv. Helps to provide benchmarking information including workforce statistics, sickness monitoring and data required for reports.

	

	v. Helps to update HR information on intranet and website.

vi. Assists with implementation of new HR/Payroll ICT system

  

	TRAINING

	i. Assists with the administration of Training and Development courses and records


	ii. Helps to set up staff on the e-learning platform.










	GENERAL

	i. Works jointly with the Recruitment and Retention Business Partner and other HR Assistant to deal with queries received in HR inbox, filtering more complex queries to HR Business Partners as appropriate

ii. Undertakes general admin duties including photocopying, scanning, filing and dealing with queries from employees, managers and members of the public.

iii. Assisting with drafting correspondence to staff regarding any changes to their terms and conditions, confirming passing of probation etc. 


	iv. Assists other members of the HR team as needed.


	v. Provides first line Human Resources and employment law information and advice to staff and managers, referring to Business Partners or Corporate Head of Human Resources and Organisational Development if required.


	vi. Assists and supports the Corporate Head of Human Resources and Organisational Development and HR Business Partners with tasks and projects, including relating to organisational change, reviews of council policies and research if requested.


	vii. Any other duties and responsibilities that may be reasonably allocated from time to time as necessary.


	General
The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service.

















Person Specification

	Please indicate whether the criteria is assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Education & Training
	
	

	
	
	

	Good general standard of education or relevant experience
	
	

	
	
	

	Desirable Education & Training
	
	

	
	
	

	Certificate in Personnel Practice
	
	

	
	
	

	Essential Experience & Knowledge
	
	

	
	
	

	Experience of working in an HR department in a similar role
	
	

	
	
	

	Experience of working on recruitment
	
	

	
	
	

	Experience of using computerised HR information systems
	
	

	
	
	

	Experience of extracting and manipulating data from databases
	
	

	
	
	

	Good knowledge of Microsoft including the ability to create Excel spreadsheets

Understanding of basic employment legislation including equal opportunities

Good understanding of main HR policies (e.g. discipline, capability, sickness, grievance) sufficient to give basic HR advice to managers or staff
	



	








	
	
	

	Essential Personal Qualities/Personality
	
	

	
	
	

	Quick learner

Demonstrates aptitude to progress in HR to a professional level (e.g. researches answers to queries)
	
	




	
	
	

	Friendly and helpful approach
	
	

	
	
	

	Confident and able to work on own initiative
	
	

	
	
	

	Ability to comply with admin and data processes in the service area
	
	

	
	
	

	Well organised
	
	

	
	
	

	Adaptable
	
	

	
	
	

	Accurate -pays attention to detail
	
	

	
	
	

	Diplomatic and discreet
	
	

	
	
	

	Enjoys working as part of a team
	
	

	
	
	

	Essential Personal Qualities/Personality
	
	

	
	
	

	Ethical

Reliable and conscientious
	
	



	
	
	

	Enjoys problem solving
	
	

	
	
	

	Essential Skills
	
	

	
	
	

	Database skills
	
	

	
	
	

	Good written and verbal communication skills
	
	

	
	
	

	Numerate
	
	

	
	
	

	Excellent customer care skills
	
	

	
	
	

	Ability to prioritise workloads
	
	

	
	
	

	Ability to work under pressure and to tight deadlines whilst still maintaining accuracy and following the appropriate process
	
	

	
	
	

	Desirable Skills
	
	

	
	
	

	Previous experience in compiling information and statistics
	
	

	
	
	

	Analytical skills
	
	

	
	
	

	Desirable Special Requirements
	
	

	
	
	

	Vehicle owner/driver and/or willing to travel to other Runnymede Borough Council locations
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