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Job Description

	1. Job Details

	Job Title:
	HR Administrator

	Responsible to:
	Employee Support & Resolution Advisor

	Professionally Responsible to:
	Director of Human Resources

	Grade:
	Band 3

	Unit:
	Human Resources

	
	


	2. Job Purpose

	The purpose of this job is:-

· To provide an efficient, comprehensive and professional support to the ES&R HR Advisors and Mangers, including high quality administrative and secretarial support.

· To manage the diaries of the ES&R Advisors/ Managers and actively support them with the management and organisation of their workload.

· To assist with the provision of an effective operational personnel service to Royal Devon University Healthcare Trust, northern services.


	3. Dimensions

	To play a key role in the provision of a Trust wide HR service.


	4. Organisational Chart

	ES&R Managers

ES&R HR Advisors

ES&R HR Administrator



	5. Main Tasks / Duties and Areas of Responsibility

	To provide a comprehensive HR secretarial service to the ES&R Advisors/Case workers/ Managers.  This will include:-

· Managing complex and busy diaries, often with competing demands,.

· Managing mail and managing HR Advice Line Emails, , providing advice and information as appropriate.

· Preparing correspondence for signature of the HR Advisors/Managers.

· Arranging meetings, booking venues and refreshments, including Trust wide meetings, disciplinary panels, etc, often involving a number of people, both internal and external to the organisation.

· Taking and preparing minutes of meetings as required.
· Typing highly confidential reports e.g. disciplinary and grievance reports. 

· Circulating agendas and minutes for meetings, as required.

· To develop and maintain general office systems which ensure the effective and efficient running of a busy and important office.

To use own initiative to prioritise day to day work load and all incoming communications, ensuring prompt and timely responses are made.

To manage the filing system and bring forward systems.

To maintain leave records for staff within the Recruitment and Temporary Staffing Departments.

To administer the paperwork and advise staff on the process for making Relocation Claims.

To use the ESR system to produce HR data and manipulate these into presentable reports as required.

To use the ESR system to enter starter, leaver and other change of circumstances information as required.

To administer the AfC review and on-going Job Evaluation processes as required.

To assist the Recruitment team during large recruitment campaigns and in the co-ordination of senior appointment panels as required.

To act as a source of information about the HR Directorate, signposting staff, managers and external contacts to the relevant team for advice.

To provide general personnel advice to employees and managers of the Trust, including general advice on terms and conditions and policies and procedures.

Using excellent communication skills with all internal staff, external agencies and the general public, promote a high standard of public relations in person, by telephone and by the written word.

To deal sensitively with confidential, sensitive or distressing information and ensure correct information and messages are conveyed.

To deal sensitively with angry, distressed or frustrated staff, ensuring that accurate messages are taken and information conveyed.

Other Duties
To undertake any other duties, required by the ES&R Advisors/ Managers, appropriate to the grade and relevant to the post.

To order and receipt goods in accordance with the Trust’s financial framework.

To maintain confidentiality at all times.

To minimize hazards in the working area and report any identifiable hazards to the line manager.  To adhere to all safe systems of work applicable to the work area.

General Information 
This job description is not intended to be an exhaustive list of duties, but merely to highlight the current main responsibilities of the post.  It may be reviewed from time to time in agreement with the post holder and the other members of the Human Resources Directorate.

The post holder will be required to comply with all policies and procedures issued by and on behalf of  Royal Devon University Healthcare Trust.

The post holder is an ambassador for the directorate and the Trust and his / her actions and conduct will be judged by customers as an indication of the quality of the service provided by the directorate and the Trust as a whole.

The Trust is an Equal Opportunities employer and the post holder is expected to promote this in all aspects of his / her work.


	6. Communication and Working Relationships

	Internal

· Executive and non-executive directors

· Senior and other managers

· Trust staff (all grades and professions)

· Trust Union representatives

External

· Regional Trade Union Representatives

· Colleagues from other Trusts

· Colleagues from the SHA


Person Profile

	Job Title:
	ES&R HR Administrator

	Grade:
	B3

	Department:
	Human Resources 


	Criteria Required
	Essential

	Qualifications & Training
	Good standard of general education including pass at O Level / GCSE (or equivalent) in English and Maths.

RSA II or equivalent

	Specific Knowledge & Skills
	The ability to perform the full range of secretarial duties

Excellent organisation and administration skills

Ability to work under pressure

Ability to give accurate advice on a range of issues

Ability to achieve objectives within agreed timescales

Ability to use windows based computer systems, e.g. Word, Excel, NHS Mail, Outlook, Internet, Publisher, PowerPoint, etc

Effective verbal and written communication skills

Ability to work effectively as part of a team and on an individual basis

Ability to solve problems creatively and effectively

Ability to work flexibly, depending on the needs of the service.

	Special Experience
	3 years experience working in a secretarial role in a very busy office environment

	Physical Skills & Effort
	The ability to use a VDU for long periods at a time.

Touch and audio typing experience 
Short hand for minute taking (desirable)

Frequent requirement for sitting in a restricted position.

Light physical effort for short periods of time, e.g. lifting and carrying boxes, equipment, etc

	Emotional Effort
	The ability to deal with distressing and extremely confidential situations, including termination of employment, disciplinary action, redundancy situations, management of change, etc.

The ability to deal with complaints.

The ability to communicate with upset and angry staff or members of the public.

	Mental Effort
	The ability to manage a number of tasks at one time, including frequent interruptions.

	Requirements due to working environment
	The ability to work flexible hours 
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