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Job Description
	Job title:

	HR Administrator 

	Department/School:


	Human Resources

	Grade:


	5

	Location:


	University of Bath premises


	Job purpose


	The HR Operations Service spans the whole of the employment lifecycle and the HR Administrators are organised into two sections: ‘Recruitment’ and ‘Operations’ to deliver an efficient, effective and customer-focused service. 
This is a busy and varied role involving communicating pro-actively with staff and management at all levels across the University.  You will provide information, advice and support on a range of HR matters to staff, prospective staff and line managers to help our staff to have a positive working experience and perform well in their roles, while complying with all legislative and regulatory requirements. 
This role adds real value through the quality of interactions and discussions that it has with our customers (at all levels), its focus on providing solutions that meet their needs and helping them to understand HR processes and good practice. The postholder must develop and maintain an in-depth understanding of HR good practice throughout the employment lifecycle and apply it to improve HR processes and their provision of advice in a variety of, often complex, situations to maintain or improve staff motivation and performance.



	Source and nature of management provided 


	HR Recruitment Administrators are line managed by and report to the Deputy HR Recruitment Manager. 

HR Operations Administrators are line managed by and report to the Deputy HR Operation Manager. 
HR Administrators are also part of a ‘matrix team’ with the HR Business Partner and HR Advisor for the faculty and departments that they support.




	Staff management responsibility


	None.


	Special conditions 


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  


	Main duties and responsibilities 



	· To provide information, advice and guidance to staff, prospective staff and line managers on what to do in relation to a range of HR processes and procedures so that they can follow good people management practice.  To give solutions that best meet the needs of the staff, department and the University.
· To use a range of systems to efficiently and effectively administrate and record staff and prospective staff through a range of a number of HR processes, meeting all requirements of confidentiality, Data Protection Act etc.  

· To provide high quality and accurate correspondence with staff and managers.  

	Duties and responsibilities (applicable to both ‘Operations’ and ‘Recruitment’)

	Advice and information sharing


	· Provide advice, guidance and support to line managers, staff and external customers, verbally and in writing, enabling them to follow defined HR processes and procedures. Ensuring consistency and process are adhered to.
· Provide one-to-one coaching and briefings/updates e.g. to Department Coordinators at meetings and individually as required.
· Monitor RT queue and respond as appropriate to a wide range of queries and issues.
· Ensure Payroll are notified of changes to staff/worker terms and conditions and act on management instructions and staff requests in a timely manner.

· Administer all reference requests (i.e. mortgage, employment, bank etc.) ensuring that appropriate consent is obtained.

· Provide employment confirmation letters for staff, ensuring accuracy of information and complying with Data Protection requirements.

	Service and Systems Development
	· Provide advice to users on HR systems including resolving or supporting the resolution of problems related to the operation of HR systems.

· Support the development and rollout of HR systems to departments.  This includes training users to understand and use system modules.

· Contribute to writing updates on training manuals.

· Support the HR Operations Manager in the continuous development of the administration service, ensuring processes and procedures are efficient and consistent.
· Support the HR Operations Manager on the tendering, contract development and review of Recruitment and Operations contracts.

	Project Support and Continuous Improvement


	· Carry out project support work where opportunities present in order to assist the delivery of HR projects and activities.

· Develop and maintain administrative systems and procedures to provide administrative support for HR projects.  For example, preparing statistical reports, entering data on HR systems and following-up on action points.   

· Identify areas for process improvement and support the research and development of existing and new policies and procedures.

	Time/ Relationship Management
	· Develop and maintain effective working relationships with managers and staff in identified departments and across the University. 

· Manage own workload to deliver a professional service within appropriate timescales.

· Responsible for own areas of working and establishing a network of contacts.

· Use judgement to balance many competing priorities on both a short term (e.g. immediate queries/payroll deadlines) and long term basis (e.g. project work).

	Disclosure & Barring Service


	· Ensure DBS applications are processed quickly and accurately, escalating any issues arising to the relevant HR Business Partner.

· Act as a Counter-signatory (as designated).

· Monitor the process to ensure that DBS checks are followed through with the relevant department and updated on the HR system, as appropriate. 

	Management Information and Record Keeping


	· Maintain HR records in compliance with the Data Protection Act and ensure all HR documentation is classified in accordance with the University’s policy and as required by regulatory bodies.

· Proactively analyse and manipulate data to produce management information reports to help inform managers. 

· Maintain the integrity of information within the HR electronic and filing systems.

· Update CMS/HR website as required.
· Design and produce regular statistical reports on HR information e.g. starters, leavers, turnover, recruitment campaigns, sickness absence, other absences etc.
· Ensure information on all staff is correctly and regularly updated and filed.

	Team Working and Wider Networking 


	· Attend meetings with senior HR colleagues and customers to discuss all aspects of HR operations.
· Provide note-taking at employee relations meetings on a rota basis within the HR Recruitment and Operations team.

· Attend Departmental team meetings to provide advice/guidance/training on HR processes.
· Build effective working relationships and meet regularly with Departmental contacts.
· Arrange to cover and support colleagues in times of absence and peaks in workload as own capacity permits.


	The following summary of example duties and responsibilities are differentiated between ‘Recruitment’ Administrators and ‘Operations’ Administrators. These may change over time as the University improves and develops its HR practice.  


	Recruitment Administrators

	Advertising & Shortlisting


	· Advise recruiting managers on all aspects of the recruitment and selection process in accordance with the University’s Recruitment and Selection Code of Practice. 

· Advise on the use of media (including social media) including the placement of the advert within suitable media and on documentation provided including job descriptions to ensure each vacancy attracts appropriate candidates.  
· Analyse previous unsuccessful recruitment campaigns through the use of metrics etc. to determine the most appropriate advertising/recruitment strategy going forwards in conjunction with the recruiting manager.  Monitor the campaign and re-evaluate advertising media, if appropriate, within timeframes.   
· Liaise with the University’s recruitment and advertising agency to advise recruiting managers on media options.

· Integrity check within University policy/Athena Swan and UKVI requirements (e.g. Disability Confident, criminal records, eligibility to work etc.).


	Pre-Interview


	· Establish the basis of the selection process, set-up interview panels in line with University policy/Athena Swan etc, invite candidates and arrange references and accommodation.

	Post-Interview


	· Communicate the outcome of the interview, make the formal offer and issue the contract, subject to relevant pre-employment checks. 

· Verify funding with Research & Innovation Services for externally funded research roles.

· Administer the relocation and interview expense processes. 

· On boarding of new staff onto HR systems and ensuring appropriate information is provided to Payroll. 

· Ensure all recruitment information is collated within the campaign folders and stored in accordance with agreed procedures.

	Eligibility to Work/Points Based System
	· Ensure the recruitment process has been followed in line with UKVI rules for eligibility to work, including candidates requiring either a Tier 2 or Tier 5 visa.

· Collate information for Certificate of Sponsorship applications.

	Specialist recruitment campaigns 


	· For example for Pre-sessional Tutors, Prize Fellows, Marie Curie Fellows, KTP Associates and senior appointments. Each campaign differs significantly from the standard approach and can be entirely bespoke involving careful project management and communication with relevant stakeholders.

	Operations Administrators

	Probation


	· Administer the Probation Procedure for relevant staff groups.

· Run reports and arrange notification to employees and their line managers in line with the probation milestones.

	Fixed-Term Contracts/ Redundancy/ Staff at risk


	· Monitor the fixed-term contract expiry process taking into account legal requirements including the transfer to a permanent contract of employees who reach more than 4 years’ service. 

· Administer all aspects, including issuing extensions, notifications and notice to comply with individual contracts.

· Administer the redeployment process through the online redeployment register (Stonefish).

	Contracts and Contract Variations


	· Where no recruitment process has taken place (e.g. named researchers and short-term staff) prepare and issue contracts and variations ensuring appropriate authorisation and eligibility to work. 

· Issue flexible working contract variations ensuring the University’s application procedure has been completed and the change has been authorised. 

· Update the HR system to reflect the contractual changes, ensuring appropriate information is provided to Payroll and integrity of data for statutory and University reporting is in-line with Payroll deadlines.

	Hourly Paid Workers
	· Administer the process for hourly paid workers in a timely manner.  Update the HR system to reflect the contractual changes, ensuring appropriate information is provided to Payroll and integrity of data for statutory and University reporting is in-line with Payroll deadlines.

· Run reports to monitor the use of hourly paid workers.

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria
	Essential
	Desirable

	 
	 
	 

	Qualifications and training:
	
	

	· Educated to GCSE or equivalent qualification or experience in English Language and Mathematics (underpinning the numeracy and communication / literacy requirements below)
	X
	

	· Certificate in HR Practice (QCF Level 3) or equivalent work experience
	
	X

	Knowledge and Experience:
	
	

	· Demonstrable experience in HR or specific HR knowledge
	X
	

	· A proven record of generalist administrative experience
	X
	

	· An awareness of good data management practice and requirements e.g. Freedom of Information, Data Protection
	X
	

	· Aware of the impact of their work and the requirements of following the University’s policies and employment law
	X
	

	· An appreciation of the challenges faced in a large, complex organisation and understands own role and how this contributes to the HR service overall

· Knowledge of good HR recruitment and operations practice including use of effective media and resourcing approaches (following training if required).
	X

X
	

	Skills
	
	

	· Effective communication skills both verbal and written
	X
	

	· Effective interpersonal skills – able to provide information and guidance to a wide range of staff and applicants
	X
	

	· Effective organisational skills – able to organise own work effectively and within a team to meet all required deadlines.
	X
	

	· Effective customer service skills – able to understand and meet the requirements of internal and external customers
	X
	

	· Computer literate with experience of internet applications, MS Word, Excel and email
	X
	

	· Able to manage pressure effectively and cope with periods of peak demand
	X
	

	· Experience of database and reporting tools
	
	X

	Attributes
	 
	

	· Interest in human resources management
	X
	

	· Committed to good customer service, HR best practice and providing the best possible experience for all our staff
· Drive for continuous improvement (themselves and the service)

· Solution focused 

· Willing and able to undertake further training on HR best practice and to apply this to their practice and advice to customers.
	X

X

X
	


	Effective Behaviours*
To be most effective in this role the University has identified a set of effective behaviours.  These behaviours do not examine technical competence, rather they identify the behaviour patterns that are valued and are consistent with high performance across the organisation.   Part of the selection process will be for candidates to demonstrate where they have successfully applied these behaviours previously.


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.

  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.

  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

  

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 

  

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
  



