WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job Title:			Human Resources (HR) Assistant			
Pay Grade:			W2
Team:				Human Resources
Function:			Human Resources
Responsible to:	      	Senior HR Advisor 
Job Purpose:	

To provide efficient and effective administrative support to the HR team
, to enable the HR team to provide a high quality and comprehensive service to the employees of the council.  

Key Area:

US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main tasks:

Recruitment and Selection 

1. To liaise with line managers to arrange a recruitment schedule i.e. advertising and closing dates, interview dates.

2. To carry out all administration involved with the recruitment process such as posting adverts, scheduling interviews, preparing interview packs.

3. To undertake pre-employment checks for new hires, this includes reference checks, preparing electronic Statements of Terms and Conditions (using Docusign), setting up new employees on the HR system etc.  


HR Administration

4. Answering the general HR phone number and responding to emails in the group HR email account

5. Pre-authorisation of invoices

6. Assisting with monthly payroll administration

7. Scanning and indexing and maintenance of Employee Casefiles

8. Coordinating the probation process

9. Sickness administration

10. Assisting with induction of new employees

11. Administration of employee lifecycle changes – for example: pay reviews, contractual changes, resignations, leave carry forward arrangements, bank holiday calculations 


Disclosure and Barring Service (DBS) checks

12. Co-ordinate the processing of DBS checks for both employees and voluntary organisations, keeping all records up to date and in line with DBS rules and regulations. 

Systems

13. Use of IT systems – CHRIS21 HR System, JGP Applicant Tracking System, SharePoint

Employee Benefits

14. Organisation of annual employee benefits promotions – for example: health checks, flu jabs, finance day






























PERSON SPECIFICATION
Job Title: Human Resources (HR) Assistant

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· GCSE Maths & English or equivalent (A-E)
· Willing to work towards a job specific work based qualification upon successful completion of probationary period
· Training in HR administration
	E
D


D
	A
A


A

		Experience
	· HR administration
· Providing high quality administrative support to a busy team
· Experience of providing excellent customer service
· Payroll administration
	E
E

E

D
	A/I
A/I

A/I

A/I

		Special
  Skills
	· Excellent attention to detail
· Excellent communications skills – able to communicate clearly, appropriately and confidently with a wide range of people, in person, by telephone and by email
· Ability to multi task and prioritise effectively
· Excellent IT skills (Outlook, Word, Excel)
· Organised
· Ability to work as part of a team 
· Ability to work on own initiative
· Use of an HR system (Chris21)
	E
E



E
E
E
E
E
D
	A/I
A/I



A/I
A/I
A/I
A/I 
A/I
A/I

		Motivation
	· Desire to provide excellent customer service
· Motivated to see a task through to completion
· Motivated to support the team and help out wherever possible
	E
E
E

	I
I
I


		Personality
	· Flexible
· Reliable 
· Tactful 
· Strong team player
· Confident
· Quick learner
· Self-motivated
· Innovative and keen to improve processes and the customer experience
	E
E
E
E
E
E
E
E
	I
I
I
I
I
I
I
I
I

	Special Requirements
	· [bookmark: _GoBack]To work flexible hours to suit the operational needs of the organisation.

	E
	I


Key:E = Essential, D = Desirable, A = Application Form, I = Interview
Candidate Screening: Rehabilitation of Offenders Act 1974 doesn’t apply
Disclosure and Barring Service check: Standard
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Woking Borough Council Role Map

Job Title: Human Resources (HR) Assistant

Team: Human Resources
 
Function: Human Resources

	Behaviours
	Level required

	Shaping our Future
	1

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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