WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE:
	HR Administration Co-ordinator


	GRADE:
	Grade 5

	RESPONSIBLE TO:
	Assistant HR Manager  


	RESPONSIBLE FOR:
	HR Assistants (6)


	PURPOSE OF POST: 
	Lead a team of HR Assistants to provide a high quality HR  administrative service


MAIN DUTIES AND RESPONSIBILITIES

SENIOR HR ADMINISTRATION DUTIES
1 Prioritise and delegate all incoming work from various sources, including the 

Senior HR team, to the HR Assistants appropriately.
2 Ensure all work deadlines and Key Performance Indicators (KPIs) are met
3 Support the HR Assistants with more complex HR queries and provide 
training where required.
4 Monitor the performance of the transactional HR service and team members 

and ensure the development and training of all team members. 
5 Work with the Smarter Working team to review, improve and streamline all 
HR processes.
6 Assist the Assistant HR Manager to review all HR KPIs, ensuring progress
against them is monitored.
7 Review the HR Service Level Agreeement (SLA), ensuring an excellent
customer service experience to all customers – internal and external.
8 Review the mechanisms for feedback on the service and amend processes
as a result of any negative feedback.
9 Prepare a suite of HR data and analyse trends for the Corporate HR Manager.
10 Participate in the recruitment/selection process as required.
2.
HR ADMINISTRATION DUTIES
2.1
Process all transactional HR administration tasks, including:

· Offer letters and contracts of employment
· Recruitment administration, terminations and changes to contract

· Customer satisfaction surveys

· Pre-employment checks including Disclosure and Barring Service Checks

· Induction for new starters

· Maintain Access HR records

· Process career breaks, and family leave as required
· Deal with enquiries from internal and external customers.
4
MISCELLANEOUS
4.1
To Implement and promote the Authority’s:

a. Health and Safety policies
b. Equality and Diversity policies

c. Information Security Management System policies
d. Safeguarding policies
e. Business continuity policy and contingency arrangements.
4.2
To demonstrate and uphold the service values and to promote the organisation in a positive manner.
4.3
Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.
4.4
Responsibility for ensuring any data produced in relation to the post is accurate and current.
4.5
Responsible to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
4.6
Undertake other appropriate duties as directed by the Human Resources Business Partners.
PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’  in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where identified

	1 
	Significant administration experience in a Human Resources environment.
	Essential
	Application & Selection Process

	2
	Previous recruitment administration experience.
	Essential
	Application & Selection Process

	3
	Proficient in the use of Microsoft Office applications including Word and Excel.
	Essential
	Application & Selection Process 

	4
	Experience in the use of HR systems.
	Desirable
	Application & Selection Process

	5
	Experience of supervising and leading a team and ensuring performance objectives are achieved.
	Essential
	Application & Selection Process

	6
	Experience of developing and monitoring Key Performance Indicators.
	Essential
	Application & Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where identified

	7
	GCSE Maths and English Grade C or above, or equivalent level literacy and numeracy gained through work experience.
	Essential
	Application & Selection Process 

	8
	CIPD level 3 Foundation Certificate in Human Resources or equivalent qualification/or currently working toward.
	Essential
	Application & Selection Process

	9
	Evidence of continuing professional development.
	Essential
	Application & Selection Process

	10
	CIPD level 5 / or equivalent.
	Desirable
	Application & Selection Process


 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where identified

	11
	Excellent communication skills with the ability to form good working relationships with customers.
	Essential
	Application & Selection Process 

	12
	A flexible approach in relation to the needs of the post and working hours as required.
	Essential
	Application & Selection Process 

	13
	Excellent customer service skills.
	Essential
	Application & Selection Process

	14
	Ability to motivate and encourage team work in line with organisational objectives.
	Essential
	Application & Selection Process 

	15
	Ability to manipulate and analyse HR data. 
	Essential
	Application & Selectin Process

	16
	Experience of working on own initiative, prioritising workloads and meeting conflicting deadlines.
	Essential
	Application & Selection Process 

	17
	Ability to pay close attention to detail to ensure data quality is maintained to a high standard of accuracy.
	Essential
	Application & Selection Process 

	18
	Ability to maintain confidentiality.
	Essential
	Application & Selection Process 

	19
	Demonstrate commitment to and understanding of Equality & Diversity.
	Essential
	Selection Process
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