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Job Description:
Human Resource Administrator


















































	Function:
	Sodexo Justice 

	Position:  
	Human Resource Administrator

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	HR Advisor

	Additional reporting line to:
	HR Business Partner

	Position location:
	HMP Addiewell

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	
· To assist the HRBP in providing a professional, timely and efficient HR service to employees, in accordance with Sodexo Policies and Procedures
 



	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Full recruitment administration service. 
· Planning Assessment Centres, creating schedules and required paperwork tasks to update spreadsheets
· Support Request to Hire and Right to Work paperwork. 
· Advertise internal and external adverts for vacancies
· Processing Health Assessment Questionnaire for Medical Agency
· To provide assistance and support to managers throughout the recruitment processes, including
             Interviews
· Disclosure Scotland processes
· Attending Career fairs
· Ordering Staff Badges
· Managing/Running Day 21 Reports. Processing paperwork for Payroll and People Services.
· Dealing with pay related queries – SAP/in person/emails
· Manage end to end employee lifecycle.
· Managing and processing Bannatyne Gym Memberships for Staff
· Processing Non-Operational Staff Overtime
· Assisting the HR Advisor by providing support for Employee Relations casework.
· Formatting forms, training material and HR documentation
· Collating and preparing HR Management Information in a timely and efficient manner
· Seeking to improve HR Management Information Processes
· Full administration support to HR Team including documentation for discipline, grievance and all HR
             case work
· Providing base level advice to managers and staff on policy, procedures and terms and conditions of employment.
· Any other duties that will assist the HR Advisor/HR Business Partner in providing a comprehensive Human Resources service.




	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Retention & Employee Engagement as directed by HR Director
· PDR Meets Expectations.




	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· Excellent organisational skills with the ability to work under pressure.
· Previous experience of working within an HR environment.
· Have advanced IT skills in Excel, Word, PowerPoint, Outlook.
· Excellent interpersonal skills

	




	2. 5. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	
· Travel to and assist the HR departments at other establishments as and when required 




	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	Desirable
· Previous experience of SAP HR
· CIPD qualified or working towards
· Experience in Microsoft Office, especially Microsoft Excel.





	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	














Levels
	
	· Level 3 Admin position
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