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Job Description and Person Specification
HR Administrator

16 hours per week, split across at least 3 days including Thursday
Watford Mencap is a charity providing high quality social care services and support to people with learning disabilities and their families in South West Herts. We enable people with learning disabilities and their families to make the most of life, to enjoy choice and control over their own lives, enabling them towards fulfilling their life ambitions. We are an independent charity affiliated to Royal Mencap and are self-funding.

We have worked hard to make our services both efficient and really focused on the person. We have a strong business model that is sustainable and diverse. Our work has expanded, and we are trying new things and ideas across the entire organisation, while keeping everything we do focused on meeting the diverse needs of the people we support. We currently employ over 140 staff, have over 100 volunteers and provide support and services to over 1550 people with learning disabilities and their families.

This is an exciting time to be joining the small HR team. You will play an important role supporting the recruitment of new staff to meet the growing demand for both existing and new services.
You will have strong admin and organisational skills and be able to build effective working relationships. You will have a welcoming manner and be comfortable managing a varied workload, able to deal positively with interruptions whilst staying on target. Ideally you have an understanding of HR practices with experience of working in an administrative capacity. You will have excellent communication and IT skills. 
As an employer, we have accreditation to Investors in People and provide employees with access to a full range of professional and personal development opportunities. This includes induction and training programmes, recognised qualifications, regular supervisions and annual appraisal, as well as coaching and mentoring. We value our workers and have a range of staff benefits as well as a competitive salary. In 2016 we were very proud to be awarded the most innovative care provider in Herts by Hertfordshire Care Providers Association.

We offer excellent terms and conditions of employment. Full details of this are included in a separate document.

Primarily the post is based in Rickmansworth in the office however on some occasions it may be necessary to visit our Watford Mencap projects.
OUR VALUES

We are INCLUSIVE. People with learning disabilities are at the heart of everything we do.

We are RESPECTFUL. We work in a person centred way, whilst listening to the views of all.

We are WELCOMING. We are approachable and value all.

We are PROGRESSIVE. We promote learning to support everyone to achieve their potential.

We are CHALLENGING. Through our work we will push the boundaries for individuals, organisations and society

Job Description: HR Administrator
About the role

The HR team supports the c140 employees currently working for Watford Mencap and the attraction and recruitment of future employees. Employees are engaged on a variety of contracts ranging from full time permanent to part time and casual contracts.  The team supports the full employee life-cycle within Watford Mencap, this includes recruitment, induction and probation, payroll and benefits, training and development, sickness absence and annual leave and employee relations.
The successful candidate will support the HR Manager to deliver a high-quality HR service to enable and assist line managers, employees and volunteers to maximise individual, team and business performance.  This is a varied generalist role which encompasses many aspects of employment and each day will be different, therefore you will need to be flexible, self-motivated and pro-active.
You must also be committed to helping the charity achieve its goals and be able to work in a way that supports our workforce to deliver the best possible personalised outcomes for people with learning disabilities.
Reporting to:
HR Manager

Reports:

Volunteers
Main purpose of the job

· To deliver timely and accurate administration across all HR streams (recruitment, payroll & benefits, training and development, employee relations, absence, etc).

· To support the HR Manager in the smooth delivery of a high quality HR service.

· To be the first point of contact in HR, responding to employees, line managers and recruitment candidates in a timely manner. 

· To support and maintain HR systems and processes ensuring efficiency and effectiveness. Suggesting improvements for streamlining.  

· To build effective working relationships with stakeholders.

Main duties and responsibilities 
1. Support the recruitment function: including advertisement or vacancies, preparing interview packs, conducting pre-employment checks and sending offer letters and contracts. Support at recruitment events such as jobs fairs.  
2. Process monthly payroll, this involves working with senior managers to prepare, input and check payroll documents, use of excel and database, collation of documents from each department, respond to and deal with payroll queries, maintaining HR database and any associated filing, updating sickness records and calculating payments and deductions.
3. Administration of benefits schemes such as health cash plan, childcare vouchers and support pension plan admin etc.

4. Maintain staff records and databases, including probation tracker and greyfleet.

5. Support the organisation and administration of training and development programmes, such as induction programme and support appraisal process.
6. Provide guidance and instruction to volunteers within HR, allocating tasks and monitoring progress.

7. Provide reception cover, meeting and greeting visitors and directing them to the relevant staff, answering the telephone and putting calls through across the head office.
8. To ensure an up to date level of employment legislation knowledge and to know and understand all HR Policy and Procedure.
9. To ensure provision of an excellent level of customer service at all times

10. To work within Watford Mencap’s values and policies and processes, such as equal opportunities and diversity policy.
11. To take responsibility for own performance and personal development, actively seeking opportunities to train and network. 

12.  To act as an ambassador for Watford Mencap in order to raise the profile of the charity

13. To undertake such additional duties as required.

This list is not exhaustive and will be reviewed from time to time in discussion with the post holder.
Person Specification

	Category
	Qualities required
	Essential / Desirable

	Values
	Commitment to Watford Mencap’s objectives and values
	Essential

	
	An understanding of learning disability
	Desirable

	Experience
	At least 1 year’s previous administrative experience, 
	Essential

	
	Able to demonstrate the ability to work consistently to processes accurately.
	Essential

	
	Experience of working with and maintaining HR and payroll databases
	Desirable

	
	Experience of working in an HR environment
	Desirable

	
	Experience of payroll
	Desirable

	Knowledge
	CIPD qualified or working towards
	Desirable

	
	Knowledge of relevant HR practices
	Essential

	
	Knowledge of employment legislation
	Desirable

	
	Knowledge of the importance of confidentiality
	Essential

	
	Knowledge of HR/Payroll systems
	Desirable

	Skills & Abilities
	Able to communicate information in a readily understood manner both in writing and verbally
	Essential

	
	Strong attention to detail: required for preparing contracts and payroll 
	Essential

	
	Able to handle sensitive information appropriately, retaining confidentiality
	Essential

	
	Excellent IT skills to include Microsoft Word, Excel and Outlook
	Essential

	
	Strong organisational and time management skills, able to keep on track with multiple interruptions and re-organise priorities as required
	Essential

	
	Strong customer service skills and able to build effective working relationships with colleagues
	Essential

	
	Good numeracy skills
	Essential

	
	Able to work well independently and in a team
	Essential

	
	Able to give advice to managers on HR policy and procedure
	Desirable

	
	Able to remain positive and deal with issues fairly and consistently
	Essential

	Additional Requirements
	Understanding of Equal Opportunities and Diversity as they apply to Watford Mencap’s work
	Essential

	
	Be flexible to meet demands, self-motivated & pro-active
	Essential


Our Values

To be successful in this role we expect you to share and live our values:

	Value
	Behaviour

	Inclusive
	You include people with learning disabilities in recruitment decisions to ensure they are included in decisions about who will support them. 

	
	You are able to communicate effectively with people with a learning disability, adapting your approach to the needs of the person at the time.

	Respectful
	You demonstrate through your actions respect, dignity, diversity, and privacy for your colleagues and the people supported by Watford Mencap.

	
	You develop and maintain effective working relationships with your colleagues and stakeholders.

	
	You work flexibly and can adapt to changes in workload as necessary.

	Welcoming
	You can communicate with a range of people with differing abilities.

	
	Develop and maintain a welcoming atmosphere at the Head Office, for visitors and telephone callers.

	
	Being empathetic to employee’s situations and the ability to support them. 

	Progressive
	Keep your relevant knowledge and skills up to date (HR and employment legislation, IT skills).

	
	Able to record information, access and manipulate data stored in IT systems and share information easily and appropriately.

	
	Manage your work efficiently and effectively, looking at ways of continuous improvement.

	
	Strong numeracy skills to calculate annual leave and payment calculations. 

	Challenging
	Professionally challenge prejudices that cause barriers for people living with learning disabilities.

	
	Using all available information to ensure that the HR support meets the needs of Watford Mencap staff and volunteers; whilst working in partnership with the people with learning disability that Watford Mencap supports.


HR Administrator JD – 05.19 for recruitment


