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HR Administrator







	Function:
	

	Job:  
	

	Position:  
	HR Administrator

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	General Services Manager

	Additional reporting line to:
	HR Business Partner

	Position location:
	Stoke Mandeville Hospital

	


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

	· To provide an HR Administration function to the Sodexo Managers on the Stoke Mandeville Contract

	


	2. 	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.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· 


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. 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.

	

General Services Manager

HR Business Partner



HR Administrator









	4.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Ensure the HR administration at the contract runs smoothly, produce high quality accurate work and meet deadlines
· Provide efficient and effective HR support to the business, working directly with the HRBP and the Operations team
· Monitor absence, right to work in the UK, DBS and Occupational Health checks and prompt Operations team when action is required, in line with the tracking process and protocols
· Ensure effective HR administration processes are in place for new starter recruitment, leavers, casuals, absence and employee relations issues





	5.  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.

	

	
· Support managers and supervisors, where appropriate, at disciplinary, grievance, capability and absence meetings, acting as note taker and escalating to HRBP where necessary
· Support managers with preparing management case packs in relation to disciplinaries
· Monitor sickness at all sites via an absence tracker which is updated on a weekly basis. Bring to the managers attention the names of individuals who have triggered the formal absence management process and provide guidance as to what the next steps are
· Maintain and update right to work, DBS and occupational health spreadsheets for the sites, advising managers when visas are due to expire, DBS checks require renewal etc.
· Maintain the personnel files in line with company standards
· Conduct HR audits for the site as required
· Manage the HR administration systems in relation to new starter recruitment including probation period trackers and leavers including an exit interview tracker
· Maintain a casual tracker identifying when 3/6/9/12 months have passed and arranging review meetings with the relevant manager to assess status
· Assist with exit interviews as necessary
· Run reports from KRONOS / UDC / SAP for analysis purposes as required
· Produce Monthly HR report for the Client
· Maintain Car Parking Permit records
· Provide Maternity/Paternity information to employees
· Maintain staff notice boards ensuring business and site news are regularly updated
· Prepare letters including mail merges
· Attend weekly managers’ meetings and any other business meeting as deemed appropriate
· Provide administration support to the L&D function as required
· Assist the HRBP with ad hoc projects as required
· Filing, post sorting, answering telephone
· Attend to any other administrative duties or reasonable requests made by the HRBP as required
· Order Stationery for the site




	6.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	Essential
· Recent, relevant and successful experience in an administrative role
· Previous experience in a Human Resources department with knowledge of basic HR functions, policies and procedures
· Excellent IT skills
· Ability to plan and organise
· Ability to work under pressure
· Experience of working without direct supervision
· Able to prioritise own workload and work to strict deadlines
· Attention to detail with high level of accuracy
· Possess a high level of confidentiality
· Resilience




Desirable

· Knowledge of Agenda for Change terms and conditions
· An understanding of employee relations issues
· Interested in developing further in an HR career




	7.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Leadership & People Management

	Rigorous management of results
	Innovation and Change

	Brand Notoriety
	Business Consulting

	Commercial Awareness
	HR Service Delivery

	Employee Engagement
	

	Learning & Development
	







	10.  Management Approval – To be completed by document owner

	
	Version
	
	Date: November 2019
	

	Document Owner
	HR






	11.  Employee Approval 

	


Signed:………………………………………………………………………………………………………………..


Dated……………………………………………………………………………………………………………………….
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