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Person Specification

POST TITLE:
HR Administrator 
GRADE:
2
SERVICE: 
Human Resources
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE


	Proven experience in HR support, within a local authority, civil service, or highly regulated/public sector environment.
	
	Application form and interview.

	QUALIFICATIONS/TRAINING
	GCSE – maths and English
	
	Application form and interview.

	KNOWLEDGE


	Good familiarity with local government structure, public sector compliance, GDPR, and standard employment laws.
	
	Application form and interview.

	PRACTICAL & INTELLECTUAL SKILLS


	Proficiency in standard office software (Microsoft Office 365) and experience navigating complex HR databases with the ability to learn and use new systems quickly.
Excellent organisation skills with very strong attention to detail and accuracy. 
Strong communication skills both written and verbal.

Excellent interpersonal skills. 
Strict confidentiality when handling sensitive data. 
Has the ability to manage competing priorities and work to deadlines.

	Experience of using iTrent
	Application form and interview.

	DISPOSITION/

ATTITUDE


	Adaptable and proactive approach to work. 
Team player.
Professional, discreet, and able to handle confidential information.
Sees projects through to the end.


	
	Application form and interview.

	SPECIAL REQUIREMENTS


	
	
	











