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Job Description

Post Title:

HR Administrator
Service:

Human Resources
Grade:
   2
Responsible To:

HR Manager
Job Summary:
Operating within a public sector framework, the HR Administrator coordinates essential HR processes and manages day-to-day office administrative tasks. This role supports a diverse workforce across multiple council departments, ensuring all operations comply with local government policies, employment laws, and strict confidentiality standards.
Main Activities:

1. Provides effective and efficient administrative support across the service and to the HR team.

2. Supports recruitment and associated HR processes. Public sector onboarding and compliance: Administers pre-employment checks specific to local government, including identity verification, right-to-work, and Disclosure and Barring Service (DBS) checks. Proactively manages the setup process for all new council staff.

3. Assists with job evaluation and related administration.
4. Maintains accurate employee and HR records.
5. Works across different systems and platforms, ensuring information is accurate and up to date.
6. Manages the HR inbox and responds to routine employee queries.
7. Answers basic employee questions about company policies or direct staff to the right manager or HR colleague.
8. Prepares documentation and minutes for departmental meetings.
9. Undertakes such other duties as may reasonably be required by the HR Manager and Head of HR.

10. Assists the HR team in maintaining good internal and external relations and ensuring that Human Resources demonstrate care and respect for its customers and a responsiveness to their needs.

15.
To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

16.
To be aware of and understand the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
