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Role Mandate
Job Title:
Function /CFBU:
Dimensions of the Job:
Reports to:
Location:

HR Administrator
Human Resources
HR Administration
Transactional HR Manager
Runcorn

Job Summary: To provide a comprehensive  and efficient administration service to the employee 
relations department and  business in line Company policies and standard operating
procedures.   You will act as first point of contact for all administrative queries  and 
provide a positive , first class user experience to all colleagues.

Administrative duties  will include the efficient and accurate maintenance of
personnel records, managing HR documents and processing data using  internal 
systems.

Responsibilities : · Accurately create, update and maintain confidential data using internal 
systems including iTrent , Kallidus, Document Manager & Footprints

· Produce written correspondence to an accurate and high standard
· Prepare and issue documentation  on behalf of the Company employment

contracts and employment references
· Ensure all candidate documentation is complete and correct and ensure 

processed according to payroll deadlines
· Provide administrative support to the disclosure and barring service (DBS)

process and handle confidential and sensitive data in line with GDPR .
· Provide support to the DBS Authority to Proceed process, handling matters 

confidentially and sensitively.
· Provide administrative support to DBS and Eligibility to Work processes 

ensuring data entry is accurate, reporting is followed to ensure compliance
· Respond and resolve incoming queries, managing central electronic 

inboxes
· Provide an efficient administrative service to all employee benefit processes
· Ensure accurate recording and processing of departmental invoices
· Receive and respond to incoming communications including managing 

central electronic inboxes
· The purchasing and monitoring of stationary supplies
· Ensure Standard Operating Procedures are adhered to and updated
· Provide general administrative support to the Transactional HR Manager
· Ad hoc project support

Key Experience,
Knowledge, Skills &
Qualifications:

Key Experience
· Previous experience in an administrative role within a HR Department
· Experience in a data sensitive and confidential environment
· Experience of using HR software 
· Working effectively as part of a team
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· High volume processing in line with ever changing/conflicting deadlines

Knowledge and skills
· Competent IT skills including Microsoft applications
· Highly organised, autonomous and able to prioritise
· An agile approach, providing flexibility and ad hoc support
· Excellent customer care and  interpersonal skills
· Excellent verbal, numerical and written communications/attention to detail
· Able to liaise with a variety of stakeholders
· Proactive approach to problem solving

Qualifications (Desirable)
· Business administration qualification  (NVQ)
· HR Qualification (CIPD Level 3)

Key Interfaces Internal: ER colleagues, Line Managers, colleagues and candidates
External:  3 rd party service providers
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