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Job Description

	Job title:
	HR Administrator

	Department/School:
	Department of Human Resources

	Grade:
	4

	Location:
	University of Bath



	Job purpose

	
The HR Administrator works within the HR Recruitment & Operations Service, to provide first point of contact and guidance for HR enquiries, responding in line with University policy and performing the associated administrative activities.

The Department of Human Resources is responsible for ensuring that employees and associated personnel have ready access to a range of quality HR services which are relevant, reliable, responsive and cost effective.




	Source and nature of management provided 

	
HR service delivery for the University is led by an HR Manager, supported by an Advisory and Administrative team.

This post is line managed by and reports to the HR Recruitment & Operations Manager. They are also part of a ‘matrix team’ with the HR Manager and HR Advisor for the faculty and departments that they cover.




	Staff management responsibility

	
N/A




	Main duties and responsibilities 

	
The HR Recruitment & Operations Service spans the whole of the employment lifecycle and the HR Administrators are organised into 2 sections: ‘Recruitment’ and ‘Operations’ to deliver an efficient, effective and customer-focused service. 

Contracts of employment 
Issuing contracts and variations ensuring appropriate authorisation, eligibility to work and pre-employment checks.

HR System (iTrent)
Updating the HR system to reflect the contractual changes, ensuring appropriate information is provided to Payroll and integrity of data for statutory and University reporting.

HR System (Stonefish)
Updating the e-recruitment system; used for the administration of the whole recruitment process, including redeployment.

CRB
Administration of the process including checking and logging of CRB forms and escalating of any issues within the matrix team.

Points Based System
Preparing & drafting applications for sponsorship under the PBS in Tiers 2 & 5.
[bookmark: _GoBack]The following duties and responsibilities are differentiated between ‘Operations’ Administrators and ‘Recruitment’ Administrators.

‘OPERATIONS’ ADMINISTRATORS

Probation
Administration of the Probation procedure for relevant staff groups

Fixed term contracts/Redundancy/Staff at risk
Administration of all aspects, including notification and notice and the redeployment process through the online redeployment register (Stonefish)

Leaving Process
Triggering the Exit Questionnaire and updating of the HR system.

External examiners/Visiting staff/NESA
Administering the process, ensuring compliance and maintaining appropriate controls

‘RECRUITMENT’ ADMINISTRATORS

Advertising
Proofing the copy and placement of the advert within suitable media to ensure each vacancy attracts appropriate candidates.

Shortlisting
Integrity checking within the shortlisting in line with University policy.

Pre-Interview
Establishing the basis of the selection process. Inviting candidates, referencing and arranging accommodation.

Post-interview
Communicating the outcome of the interview, making the offer and issuing the contract, subject to relevant pre-employment verifications. Administering the relocation processes.


Other duties and responsibilities (applicable to both ‘Operations’ and ‘Recruitment’)
· To perform HR administrative processes according to defined procedures.

· To provide guidance and support to line managers, staff, external customers, verbally and in writing, enabling them to follow defined HR processes and procedures. 

· To provide administrative support to all aspects of the HR Service, including note-taking at meetings, which will include employee relations issues

· To analyse and manipulate data, to produce management information reports and maintain the integrity of information within the HR IT and filing systems.

· Carry out project support work where opportunities present in order to assist the delivery of affiliated HR projects and activities.

· To administer ordering processes, via the finance system (Agresso).


	
From time to time you may be asked to assist in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities.  

You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 



[image: logo-uob-resize[1]]
Person Specification

	Criteria
	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications and training:
	
	
	
	
	

	Educated to GCSE or equivalent qualification or experience in English Language and Mathematics (underpinning the numeracy and communication / literacy requirements below)
	X
	
	X
	
	

	Certificate in HR Practice (QCF Level 3) or equivalent work experience.
	
	X
	X
	X
	

	Knowledge and Experience:
	
	
	
	
	

	Demonstrable experience in HR or specific HR knowledge
	X
	
	X
	X
	X

	A proven record of generalist administrative experience
	X
	
	X
	X
	X

	An awareness of good data management practice and requirements e.g. Freedom of Information, Data Protection
	X
	
	X
	X
	X

	Aware of the impact of their work and the requirements of following the University’s policies and employment law.
	X
	
	X
	X
	X

	An appreciation of the challenges faced in a large, complex organisation and understands own role and how this contributes to the HR service overall.
	X
	
	X
	X
	X

	Skills
	
	
	
	
	

	Effective communication skills both verbal and written
	X
	
	X
	X
	X

	Effective interpersonal skills – able to provide information and guidance to a wide range of staff and applicants
	X
	
	X
	X
	X

	Effective organisational skills – able to organise own work effectively and within a team to meet all required deadlines.
	X
	
	X
	X
	X

	Effective customer service skills – able to understand and meet the requirements of internal and external customers
	X
	
	X
	X
	X

	Computer literate with experience of internet applications, MS Word, Excel and email.
	X
	
	X
	X
	X

	Able to manage pressure effectively and cope with periods of peak demand.
	X
	
	X
	X
	X

	Experience of database and reporting tools.
	
	X
	X
	X
	X

	Attributes
	 
	
	
	
	

	Interest in human resources management
	X
	
	X
	X
	X

	Committed to good customer service, HR best practice and providing the best possible experience for all our staff.
	X
	
	X
	X
	X



Code: A/F – Application form, I/T – Interview/Test, R – References




	Effective Behaviours*

To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued and are consistent with high performance across the organisation.   Part of the selection process will be for candidates to demonstrate where they have successfully applied these behaviours previously.


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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