
Action Homeless
Job Description

Job title:

Human Administrator/ Assistant
Department:

Central Services
Responsible to:
HR Manager
Hours:

37 hours per week
Contract:

6 month Fixed Term
Salary: 

£9.50 per hour
1. Job purpose

The HR Administrator/Assistant will be responsible the administration of the HR function at Action Homeless and will assist with the management of employee relations.  To provide an efficient and effective generalist HR service by working alongside the HR Manager to deliver its overall aims and objectives. 
2.  Key responsibilities

2.1 Employment legislation
2.1.1 Help ensure compliance with employment legislation.
2.1.2 Updates HR policies and procedures in line with changes to employment legislation.

2.1.3 Assists in the development of new policies and procedures

2.2 Human Resources
2.2.1 Responsible for the organisations recruitment and selection process including liaising with advertising agencies, collating applications, and assisting managers in interview process where necessary.
2.2.2 Assists with volunteer recruitment, including drafting job descriptions, organising recruitment days in the community, conducting interviews and recruitment checks.

2.2.3 Assists HR Manager with drafting job descriptions, person specifications and recruitment adverts.
2.2.4 Responsible for ensuring all new starters receive the appropriate paperwork and all recruitment checks are completed, including writing for references, ID checks and DBS checks.
2.2.5 Maintaining and updating employee personnel records.
2.2.6 Responsible for the updating of Sage HR database and monitoring of HR Issues log.
2.2.7 To plan, conduct and organise training and team building events for staff and volunteers, and where appropriate delivers in-house training.
2.2.8 Maintains the central record of all employee absences ensuring the HR manager is informed when absences reach unacceptable levels.

2.2.9 Provides general HR information and support to line managers as required.

2.2.10 Completes the HR administration including preparation of documents, typing, filing and minute taking.

2.2.11 Assists the HR Manager in conducting the organisations colleague opinion survey and the collation of its results.

2.2.12 Works with HR manager to ensure the organisation retains its Investor in People Award.

2.2.13 Maintains & updates the staff handbook and ensures all new employees and volunteers are in receipt of a handbook at their induction.
2.2.14 Assists in the induction process for all new starters and arranges DBS checks for the organisation.
2.2.15 Provides reports as directed/requested by HR manager.

2.2.16 To provide HR Support to the Community Engagement Intern, as requested, to help address any performance issues with volunteers and to assist if required with the creation of volunteer rotas. 
2.3 General
2.3.1 To assist in the coordination of meetings, ensuring rooms are books and appropriate persons invited.

2.3.2 To assist with the preparation and distribution of paperwork for meetings.  Where required attend meetings and ensure appropriate records are obtained.

2.3.3 To perform any other duties as may be required from time to time.
This job description is subject to regular review in consultation with the post holder.
Person Specification

	
	
	Criteria

Indicated E (Essential) D (Desirable)

	Competencies, skills and experience


	E
D

D
D
E

E
	Excellent communication skills both oral and written with the ability to convey information accurately
Ability to resolve conflict

Clear understanding of HR best practice

Up-to-date knowledge of

employment legislation

Computer literate

Ability to build and sustain positive working relationships across the organisation

	Values and motivation
	E

E

D
	A commitment to, and understanding of, equality and diversity issues.
Personally motivated to support and develop colleagues so as to enable them to excel against their strategic objectives. 
Interest in and understanding of the issues facing homeless people.



	Person characteristics
	E

E

E
E
	Excellent organisation, prioritisation and time management skills.
Ability to deal with

difficult and sensitive

situations in a diplomatic

and professional manner.
Ability to work successfully as part of a team.

Ability to use own initiative and work autonomously
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