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JOB DESCRIPTION 
Job title:
HR Administrator  
Reporting to: 
Head of Human Resources
Hours:
19 hours per week (0.5135 contract)

Salary:

£23,973 full time equivalent; £12,310 pro rata
Closing Date:
Wednesday 3 December 2025 at 5 pm
Job purpose: 

Contribute to the delivery of a comprehensive and supportive HR service to managers, staff and volunteers in line with relevant RNC policies and employment legislation. 

Main duties and responsibilities: 
· Act as a first point of contact for responses to general HR queries dealing with incoming calls, emails, post and personal enquiries.
· Provide guidance to managers and staff on basic operational HR issues including terms and conditions, absence, recruitment, with reference to RNC policies and procedures and HR best practice.
· Process HR/payroll pro-forma relating to starters, leavers, absentees, variations to contact and other salary-related data to enable salaries to be paid correctly and on time.
· Support the recruitment, appointment, induction and probation processes, supporting line managers in their undertaking of the various stages within their responsibility.
· Support the administration of referrals for pre-employment health checks and requests for access to medical records.
· Ensure accurate data input into the computerised HR database for the monitoring and tracking of staff data.
· Ensure accurate use of the HR paper and electronic filing systems seeking advice where necessary.
· Undertake a range of HR-specific administrative work including typing up minutes of confidential meetings, undertaking DBS checks, updating personnel records and scheduling interview processes
· Assist the Head of HR in a range of appropriate projects as and when required
RNC is an equal opportunities employer welcoming applications from all sections of the community. We are committed to safeguarding and all successful applicants will be subject to an enhanced DBS (Disclosure and Barring Service) check. 

Eligibility to work in the UK is required.

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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PERSON SPECIFICATION – HR Administrator  
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
	ATTRIBUTES
	ESSENTIAL 
	DESIRABLE 

	Experience
	· Administrative work

· Working to deadlines 
· HR administration, including operating and maintaining computerised and paper personnel records  

	· Proven track record of administrative work within a busy office environment 

· Working with confidential and sensitive material 



	Knowledge/skills
	· IT competency – Word, Excel, PowerPoint, Outlook, Internet, databases

· Highly numerate and literate 

· Excellent verbal and written communication skills

· Demonstrates excellent interpersonal skills at all times and in all situations, dealing with staff at all levels confidently yet respectfully

· Outstanding organisational skills 
· Awareness of health and safety practices and guidelines
	· Good understanding HR practices and legislation

	Qualifications and training
	· Level 3 Administration qualification 

	

	Aptitudes and abilities
	· Ability to work in partnerships and evidence of building strong working relationships.

· Can work unsupervised and on own initiative, with independence and autonomy 

· Able to cope with competing priorities

· Ability to work under pressure within an environment with frequent interruptions 

· Attention to detail

· Able to deliver consistently high standards of customer service
	

	Disposition, attitude and motivation
	· Able to handle sensitive situations with tact and diplomacy 

· Demonstrates a high level of personal integrity and trustworthiness

· Deals confidently with unexpected problems or issues as they arise

· Understanding of safeguarding for our students and a commitment to safe practice
	· Empathic understanding and appreciation of human diversity 

	Additional/other
	· Enhanced DBS disclosure required prior to appointment.

· Eligibility to work in the UK
	



