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	Job Description

	Job title:
	People Administrator


	Service:
	Democracy, Law and People


	Team:
	People and OD


	Location:
	Millmead House, Millmead, Guildford, GU2 4BB


	Reporting to:
	HR Manager


	Responsible for:
	n/a


	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.

	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
[image: ]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
[image: ]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
[image: ]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	To provide effective administrative support in respect of HR, Learning and Development and Payroll 




	Main duties and accountabilities

	· To provide administrative support in respect of all aspects of HR, Learning and Development and Payroll as required, including:
· Dealing with applicants, colleagues, councillors and other customers and stakeholders, in person, by email and on the phone
· Leading and resolving transactional HR, L&D and Payroll administration tasks
· Supporting the scheduling of meetings and events
· Supporting HR financial management such as raising PO requests
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	To provide HR administration to the HR Team 
To provide HR customer services support to internal officers and councillors


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Financial: To use the Business World system, raising Purchase Orders on request, checking them for accuracy and ensuring HR invoices are paid on time and correctly. 
Supporting the HR Manager with end of financial year administration
HR: To work with the HR team to prioritise and lead on the HR email inboxes and Service desk tickets including sickness reporting and HR, escalating urgent or complex requests as needed to Business Partners.
To process reference requests, transactional HR enquiries (such as requests for eye vouchers, copies of personal information held on file, etc.)
To arrange interviews, onboarding, induction and probation meetings.
To arrange meetings using the Zoom and Teams
To support the HR team by ensuring all filing on the Business World system is kept up to date. 
To coordinate the Long Term Service Awards process.
To support the HR Officers, Business Partner, Payroll Manager, Learning and Development Manager and HR Manager with administrative support as needed 
Support team projects as needed
Assisting with the Job Evaluation process, setting up the panels.
Payroll: To work with the Payroll Manager to prioritise and manage payroll changes and payroll requests as needed.
To manage requests for copies of information such as payslips, P60s and P45s
Learning and Development: To work with the L&D Manager to provide administrative support as needed including oversight of the L&D email inbox, escalating complex or urgent requests as needed. 
Systems: To be familiar with HR systems including Business World and be able to input data into systems correctly.
Data: To understand the need for confidentiality within an HR environment and the importance of accurate data administration


	Customers and Contacts

	INTERNAL: The Leader and Deputy Leader of the Council; other Group Leaders and all elected Members; Chief Executive; Directors; all services and officers at all levels.
EXTERNAL: Other Local Authority HR teams, Surrey Learn Programme, prospective employees of Waverley Borough Council


	

	





PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	
	
	 Educated to GCSE level or equivalent including a pass (Grade C, Grade 4 or equivalent) at English and Maths 

	A/I

	
	Experience of administrative work

	A/I
	Experience of HR administrative work
	

	Knowledge /Technical Skills

	Knowledge of Microsoft including Word, Excel and PowerPoint

	A/I
	Previous experience within an HR, Payroll or L&D team 
	

	
	Computer training and keyboard skills.

	
	Awareness of Safeguarding
	A/I

	
	
	
	Understanding of GDPR, data protection and confidentiality
	A/I

	Communication

	Good standard of written and spoken English

	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.

	A/I
	
	

	
	Ability to deal with telephone and personal enquiries courteously.

	A/I
	
	

	
	Accurate spoken English is essential for the post

	I
	
	

	Team Working


	Ability to work in a small team.

	A/I
	
	

	
	Calm, efficient and effective under pressure.

	A/I
	
	

	Managing self and others

	Attention to accuracy and detail.
Ability to work methodically.
Able to manage own time and prioritise basic tasks

	A/I
	
	

	Can do approach / Achieving results

	Commitment to providing a quality service and maintaining confidentiality of sensitive personal information.

	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.

	A
	
	



* Please note that Guildford Borough Council will supply you with a laptop for your work

How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment



	
For Official Use only

	Job title:
	 People Administrator
	Post no:
	

	Service:
	 Democracy, Law and People
	JE score:
	125

	Team:
	 People
	Pay band:
	10

	Location:
	Millmead House,
Millmead
Guildford
GU2 4BB
	Position type:
(if part time, working pattern)
	Full time
35 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	1
	

	
	Customer Service:
	1
	

	
	Team Working:
	1
	

	
	Managing Self and Others:
	1
	

	
	Can do approach/Results
	1
	


	Reviewed By:
	HR Manager
	Date:
	June 2025

	Checked in:
	HR…?
	Date:
	June 2025

	Last Updated:
	HR
	Date:
	June 2025
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