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	Experience:
	· of working in an office, ideally in a College environment
· of managing priorities in busy office with limited supervision 
· of providing good customer service to a broad range of people


	Skills:
	· excellent Word, email, calendar and electronic filing skills
· able to compose appropriate, grammatically correct correspondence
· able to managing competing and changing priorities
·  a pro-active approach to workload planning
· flexible and willing to carry out a wide range of tasks in a small team
· able to contribute to the smooth working of the team 
· able to appreciate what constitutes confidential information and the need to keep matters confidential
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	Job Title
	Human Resources Co-ordinator  

	Department:
	Human Resources Department

	Job Purpose:
	The HR Coordinator will support the HR Manager in delivering efficient HR services across the college. This role is pivotal in maintaining accurate HR records, supporting the employee lifecycle, and ensuring compliance with UK employment law and college policies. The successful candidate will be a good communicator, organised, detail focussed, and passionate about people and continuous improvement.


	Specific duties:
	· Act as the first point of contact for general HR queries from employees and managers, including; recruitment, family friendly policies, training, pay & benefits, absence management and other general employee relation queries. 
· Maintain accurate and up-to-date employee records.
· Assist with the full employee lifecycle including onboarding, contract creation, induction, changes to terms and conditions, and offboarding.
· Assist managers with the recruitment process including, review of job descriptions, creating interview questions, attending interviews and producing the new starter paperwork, references and right to work checks.
· Support payroll processes by preparing monthly employee changes and liaising with payroll.
· Producing HR correspondence such as; offer letters and employment contracts, end of employment letters, references, and annual salary review letters.
· Support employee relations casework, including disciplinary, grievance and other performance capability related matters.
· Provide support to managers and employees with the performance review process to ensure that they are undertaken annually.
· Organise annual training and development initiatives and maintain accurate records of attendance.
· Organise and promote staff wellbeing and work life balance initiatives.
· Ensure hard copy filing, electronic filing and archiving is up to date and in line with GDPR and HR Policies and procedures
· Contribute to HR projects and continuous improvement initiatives.
· Support the HR Manager with reviewing and updating HR Policies and procedures.
· Monitor long term sickness absence cases.
· Ensure that the latest policies, procedures, guidelines, benefits and forms are available on the College intranet and easily accessible to all staff.
· Provide a high level of administrative duties. 
· Support your colleagues in other departments as required.


	Experience
	· At least 2 years experience of working in an HR department where you have been a key contact for the staff and management.
· CIPD level 3 qualified or equivalent qualifications/skills gained through experience
· Well rounded experience of all aspects of HR including; induction, HR Policy and procedures, employee relations and payroll and benefits administration. 
· Proven experience of the end to end recruitment process, including online recruitment and interviewing.
· Have a good practical understanding of current employment law and HR best practice.
· Experience of setting up and maintaining accurate employee records.
· Experience of organising employees training initiatives and associates record keeping.

	Skills
	· Highly organised with excellent attention to detail and accuracy.
· Good initiative and able to work with minimum supervision.
· Confident and proactive in liaising with people at all levels and working as part of a wider team. 
· An interest in promoting a supportive and inclusive working culture.
· Proficient in Microsoft Office and experience with HR systems.
· Able to compose appropriate, grammatically correct correspondence.
· A pro-active approach to workload planning and managing competing priorities.
· Able to make a positive contribution to the smooth working of the team and wider College.
· Ability to appreciate what constitutes confidential information and the need to keep matters confidential.




	Works with:
	· The HR Manager and Heads of Departments
· The general College population




	Responsible for:
	· No direct line management of staff


	Responsible to:
	· The HR Manager 
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