Job Description

Directorate :
 Resources



Post Title : HR Assistant
Division: 
Financial & Human Resources
Grade:        5
Section: 
Human Resources



Responsible to: HR Manager
Responsible for: None

Overall Purpose of the Position:
To carry out a range of administrative duties which support the provision of an effective recruitment and transactional HR service to other Divisions within the Council.
Safeguarding:
All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance with the Safeguarding Policy and Procedures, to respond appropriately to any identified concerns
Principal Responsibilities

1. To coordinate and administer the Council’s recruitment, selection and appointment process, including:

· Keeping the information on the Council’s job and careers pages up to date;

· Placing job adverts via a variety of media, uploading jobs on to the intranet and websites and preparing job packs;
· Liaising with applicants and managers regarding applications, interviews and employment checks;

· Answering basic HR queries in relation to the recruitment process and general terms and conditions i.e. annual leave, notice period; and

· Producing contracts of employment, statements of particulars and other confidential documents, having checked them for accuracy.
2. To coordinate and administer DBS checks, maintain electronic records and carry out audits as required.
3. To issue and monitor the Council’s induction and probation / appointment support documentation.

4. To assist with the administration of the training process. To book training rooms, notify delegates and prepare delegate lists and training packs.
5. To maintain adequate stock levels of stationery and first aid items, ordering them as required.

6. To organise the provision of identity cards to staff.
7. To log accident forms into the Council’s accident book.

8. To process the section’s incoming and outgoing post.
9. To place orders and process invoices using the Unit 4 system.
10. To arrange work experience placements.

11. To coordinate the Council’s long service scheme.
12. To keep the HR filing system up to date and in compliance with data protection guidelines.
13. To assist with the completion of statistical returns and management information reports.

14. To assist in the administration of projects such as 360 degree appraisals, appraisal spot checks and the staff survey, as required

15. To be the contact person for employees under investigation within the disciplinary and appeal processes.
16. To undertake any other duties appropriate to the post, as required.
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