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Role Profile

HR Coordinator 



	Salary:


	£26,052


	Reporting To:


	Head of Human Resources


	Role Purpose:


	To perform a support role in the provision of comprehensive HR services to THCH consistent with THCH’s policies, practices and procedures.  

Work closely with the two Senior HR Advisors, ensuring effective communication and relationships are maintained to provide a smooth service to all customers.
To efficiently maintain and review the Human Resource administrative systems and data management.
To accurately update and maintain the Human Resource database systems (e.g. IRIS Cascade) and other manual data sheets (e.g. Excel). 

To provide a full range of administrative support to the Head of HR and two Senior HR Advisors, by multitasking and being organised in a high volume, high pressure environment.  

Ad-hoc support to be provided for the Health & Safety Advisor.
To collate data for the production and analysis of HR management information routinely and exceptionally as required for report to Board, committees, management team, managers or other necessary purpose.

To submit accurate monthly payroll information to the agreed timescale.
To log and process all absence data and support the Senior HR Advisors regarding sickness levels or patterns that require investigation.
To provide advice and assistance to customer queries, seeking support from colleagues if required.
Maintaining, updating and reviewing the HR pages and information on the intranet, website and relevant computer drives.
Provide an efficient and effective recruitment administration service to support the recruitment life cycle, in line with data protection and disclosure requirements, including liaising with recruitment agencies.
To assist with the on boarding process and manage the administration of the induction process, including the ‘Who We Are’ presentations.
Assist the Head of Human Resources in organising training to improve performance management within the organisation 

Organise, promote healthy living within the organisation providing incentives and seeking out healthy options to promote a healthy lifestyle.
To take notes at HR related meetings as required e.g. grievances, investigations, hearings and forum meetings such as Our Voice. 

To undertake any other duties as commensurate with this role 




	Role related knowledge, skills and experience on recruitment (E=essential D=desirable)

	· Able to manage personal workload in a challenging environment where resources are at a premium.

· Strong organisational and time management discipline with ability to multi-task and demonstrate initiative.

· Able to assist in the production of a wide range of written documentation on behalf of THCH including reports. 
· IT literate, able to use a variety of Microsoft Office applications especially Word and Excel

· Able to communicate effectively both face to face and on the telephone with routine enquiries to a wide selection of callers.

· Able to balance the needs of all key stakeholders in THCH and the ability to explain information in clear and concise manner.

· Administrative experience gained in a busy office environment.
· Able to demonstrate a commitment to Equal Opportunities and working as part of a diverse team.
· Experience of dealing with confidential / sensitive information in accordance with GDPR rules.
· Experience of using a HR System e.g. Cascade, iTrent, ADP – to update, maintain and generate reports

· Experience of working within a HR team.
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	Core Values

	O
	Open
	· being transparent, sharing information in a clear and honest way



	P
	Partnership
	· recognising the importance and added value that comes from working together

	I
	Integrity
	· being fair, honest and respectful to others



	I
	Inclusive
	· recognising, valuing and celebrating the differences between people



	E
	Empathy
	· identifying with a customer's feelings and having respect for alternate points of view


	Core Competencies

	Delivering excellent services  

You focus on getting it right  first time, actively looking for better ways to deliver a quality service


	· Engage customers to determine the options and solutions that best meet their needs

· Work to understand the diverse needs and expectations of customers

· Ensure quality standards are set and monitor progress to ensure high quality services are delivered

· Monitor and evaluate satisfaction levels and service performance and seek to improve services

· Anticipate potential problems and initiate ways to overcome them

· Proactively look at the services delivered and suggest ways in which it can be improved

· Welcome and actively use new technology to deliver the service 

· Take ownership of issues and problems

	Communicating effectively

You adapt your style of communication with different people and in different situations to ensure mutual understanding


	· Communicate clearly and directly in a way that meets the needs of the recipient

· Check understanding and re-present or information to correct any misunderstandings or mistakes

· Ask the right questions in the right way to clarify meaning

· Understand and work to reduce barriers to effective communication

· Listen actively to others, understand and respond to key messages

· Demonstrate openness in sharing information and keeping people informed

	Working effectively 

Plans and organises work to meet individual, team and departmental objectives whilst achieving quality and value for money
	· Manage own work to deliver on time and considers the impact on others when prioritising tasks

· Ensure systems are in place to manage workload efficiently and effectively

· Meet THCH agreed performance standards, thinking ahead and identifying any problems in doing so

· Take ownership to complete assigned tasks/projects independently and with guidance when required

· Understand and work to achieve the aims of the team/department and monitor progress regularly

· Use initiative in suggesting ideas for improving service quality and value for money

· Freely share knowledge and information with others across the organisation

· Manage own development and performance and provides information and support to assist the development of others

	Working with others

You understand your impact on, and how to work with, others. You share ideas and experience to achieve objectives


	· Proactive in building rapport with colleagues and external customers and stakeholders , respecting other people’s values, views and opinions

· Cooperate and work effectively as part of a team

· Share and implement good work practice across team and departmental boundaries

· Understand how your job contributes to the team, service and organisation objectives and can describe this to others

· Work to effectively resolve differences with colleagues

· Support others by sharing information, knowledge and experience and promote organisational learning


	Date issued:

	December 2021
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