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Job Description 
	Job title:
	HR &Payroll Administrator

	Reporting to:
	HR Manager

	Direct reports:
	

	Department:
	HR


Purpose of job

	To provide comprehensive HR administration and support to the Company across all aspects of HR and payroll.  Working closely with the HR Manager and Assistant to ensure a high quality of HR service is delivered to the business.

To support staff in developing adults with learning disabilities in life, social and work skills, helping them towards greater independence by encouraging and instruction them to cater for their own needs and liaising with other members of staff.



Key duties and responsibilities

	· To manage the monthly and year end payroll cycle and ensure that reporting is provided to the finance team for journals.
· To update and maintain the payroll and HR system, ensuring accuracy and complying with legislation.
· To support the training of all new employees on the HR, Payroll and Time Management system.
· Pre-employment screening including references, identity checks, work permits for employees and volunteers and produce staff ID lanyards
· To verify all employees Driving Details with the DVLA database. To collect and record driving data for new employees and annual checks
· To add new employee to all benefit providers websites, ensuring that they are aware of the benefits and how they access each.
· To undertake all aspects of the DBS process for employees and volunteers

· To maintain the HR filing system 

· To Administer HR related documentation when required

· To Assist the HR Manager in the delivery of new starter induction days

· To cover the duties of the HR Assistant and the Reception Admin Assistant when required

· To support the Volunteer Coordinator with the recruitment, induction, training and support of volunteers

· To create and maintaining volunteer files and spreadsheets, including archive files of former volunteers

· To Conduct and/or arranging shadowing sessions for new volunteers

·  To ensure that volunteer information is created and updated within Saleforce

· To undertake any other work as required. 

Team working:

· To be a member of the Central Services Team providing support to staff, volunteer and those we support as required

· Liaising with relevant teams/staff and other in organising appraisals

· Reporting concerns, areas of risk to the Trust, CEO and or relevant manager

Communication:

· To communicate in a polite and professional manner with visitors, staff, volunteers and those we support

· To raise concerns with the Director of Finance & Central Services or the appropriate manager

· Able to communicate effectively with outside professionals/services

      Person Specification

Essential Criteria

· A high level of confidentiality

· Good inter personal skills and customer-facing skills

· Strong administration skills

· Tact, diplomacy and a polite and professional manner 
· The ability to work as part of a team
· Excellent Telephone manner

Skills/Competences:

· The ability to work accurately, with excellent attention to detail

· Excellent organisational skills

· Ability to source information

· Self motivated

Expected Behaviours:

· Confident and respectful in all aspects of resident care/training/support

· Able to work effectively as part of a team demonstrating both tact and diplomacy

· Able to deal with difficult or distressing situations in a calm, sensitive and sympathetic manner

· Aware of the need for strict confidentiality in carrying out duties

· Aware of equalities and anti-discriminatory practices

IT Literacy
Essential

· Payroll and HR packages

· Outlook, Excel, Word

Performance Development:

· Commitment to attend staff training and participate in own development through supervision




Education and experience

	· Prior management of a payroll package and understanding of integrated HR and time and attendance solutions
· Ideally Level 5 CIPD 

· A high level of confidentiality

· Good inter personal skills and customer-facing skills

· Excellent organisational and administrative skills

· Tact and diplomacy

· Polite and professional manner

· The ability to work as part of a team

· The ability to work accurately, with attention to detail



Skills

	Competency
	Level
	Descriptor

	Putting the people we support first 


	4
	Acting in the best interests of the people we support based on a strong community spirit, where we value each person. Focussing on providing opportunities for work skills, life skills and support for better health and wellbeing

	Working Together

	2
	Co-operates with those we support & colleagues across the department

Works collaboratively with those we support and co-operatively with colleagues both within their department and within the trust 

Identifies opportunities with colleagues where those we support can benefit from alternative approaches

	Innovative / forward thinking 

Achieving success & focusing on improvement


	2
	Adapts existing solutions

Identifies solutions that have not been used previously in the existing environment to help raise standards and experiences for those we support and for the department.

Highlights additional requirements and proposes innovative solutions for those we support

	Honest / Reliable 

Valuing difference & Behaving with Integrity


	2
	Demonstrates integrity towards individuals

Ensures that the interests of both the company and the customers are met

Ensures that the company is represented to customers and suppliers in an ethical manner

	Flexible
	2
	Is flexible with colleagues and customers

Identifies and applies solutions to meet the needs of the Trust



	WORKING WITH DATA & INFORMATION:

Gathering and analysing information


	2
	Gathers and maintains information

Identifies and uses appropriate sources of information.

Accurately identifies the type and form of information required.

Obtains relevant information and maintains it in appropriate formats.

	Decision Making
	2
	Day to day decisions
Follows pre-set procedures where required.

Obtains and uses necessary information to make decisions

Regularly reviews and agrees scope of decision making for their role

Refers decision to others when appropriate.



	WORKING WITH PEOPLE:

Managing Relationships & Networking
	2
	Builds relationships

Adapts form and presentation of information to meet needs of the audience.

Identifies and maintains regular contact with individuals who depend on or who influence own work



	Team working, Coaching & Guiding
	2
	Is an active team member

Encourages colleagues to contribute in teams

Listens and gives credit to contributions which others make in teams

Shares learning and information with colleagues



	Communicating, Influencing & Negotiating
	2
	Projects a positive image

Presents oral and written communication succinctly and with regard to its impact on the recipient.

Presents self in a manner appropriate to the situation.

Refers positively to the organisation, its people and its services

	ACHIEVING RESULTS

Planning & Organising
	2
	Prioritises day to day workload

Develops daily work plans from job objectives

Accurately priorities key tasks

Avoids negative impact of own actions on others.

	Deadline Management
	2
	Takes responsibility for tasks

Takes responsibility to ensure commitments are met

Regularly reviews progress of tasks

Keeps people informed of progress on key tasks

Evaluates completed tasks



	Objective setting
	2
	Contributes to setting of individual objectives
Ensures that objectives are achievable within already agreed commitments

Agrees appropriate success and measurement criteria

Identifies and highlights potential obstacles in achieving objectives.

	DEVELOPING THE TRUST

Generating and building on ideas
	2
	Participates in the generation of ideas

Actively participates in events for generating ideas

Positively questions established ways of doing things

Actively listens to and considers ideas presented by others

	Personal Development


	2
	Develop self

Builds own knowledge of the organisation, its people and its services

Seeks opportunities to develop own skills

Accepts feedback constructively, regularly reviews and updates personal development plans




Signed ………………………………..

Signed ………………………………..


(Employee)



(Manager)


Dated
………………………………..

