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JOB DESCRIPTION

	Role Title
	Human Resources (HR) Administration Coordinator

	Salary
	£26,403 per annum

	Reporting to:
	HR Manager

	Responsible for: 
	N/A

	Working with: 
	People & Culture Director, HR Manager, HR Advisors, HR Administration Coordinators, Senior Leaders, Managers, and other colleagues within Head Office



	Overview of the role

	The HR Administration Coordinator provides essential administrative support to the HR Team, ensuring the smooth and compliant delivery of HR services to managers and staff across Aspire. 

The post holder will be based at our Head Office building at the following address:
Westfield Chambers
Westfield Business Park
Lower Wortley Road
Leeds
LS12 4PX

Where the postholder is required to travel to other sites in the course of their role, mileage expenses can be claimed for journeys made in addition to their commute to/from their normal place of work (HQ). 




	Responsibilities

	Undertake general administrative duties including filing, data entry, maintenance of electronic records, and the preparation and distribution of letters.

Maintain the HR email inboxes by using sound HR knowledge to triage incoming email and responding to queries as required. 

Maintain secure and compliant HR records in accordance with General Data Protection Regulations (GDPR).

Respond to HR queries from staff and managers, signposting to policies, procedures, guidance, or support as required. 

Take and prioritise phone calls and messages.

Support colleagues with the implementation of HR policies and procedures.

Provide administrative support for employee relations matters, including the confidential and accurate note-taking and preparation and distribution of hearing bundle evidence documentation.

Assist with staff training administration. 

Support with administrative tasks associated with payroll processes including contractual changes, starters, leavers, flexible working, special leave, and flexible retirement requests. 

Support managers and HR colleagues on a daily basis with the implementation of the Managing Attendance Policy, including maintaining accurate sickness absence records, responding to information requests from managers, and preparing letters associated with formal meetings. 

Update electronic staff records including changes to personal information e.g., name, address, emergency contact, bank details.

Respond to reference requests through the preparation of standard letters. 

Complete electronic staff referrals to occupational health services on behalf of managers.

Signpost staff and managers to employee benefits.

Manage diaries as required, book meetings, and prepare meeting spaces with appropriate technology. 

Ensure appropriate version control of key documents.

Liaise with outside agencies and organisations as appropriate. 

Participate in training and development activities as necessary to ensure up to date knowledge, skills, and continuous professional development.

Undertake any other duties appropriate to the post and as reasonably directed by senior colleagues. 

Comply with the requirements of all Aspire policies, procedures, and staff instructions, including responsibilities under the Health and Safety Policy and Procedures.

Actively promote Equity, Diversity, and Inclusion and to work in an anti-oppressive manner.

Uphold Aspire’s values:

Person-centred
· Placing the customer at the centre of everything we do. Our actions are based on belief in the abilities, rights, and responsibilities of all individuals to achieve happiness, independence and self-confidence through informed choice.

Quality-focused
· Customers receive high quality, empowering and inclusive services
· Family carers have confidence and trust in reliable, experienced, and committed staff
· Staff are supported and inspired to be the best that they can be
· Commissioners have faith in effective and efficient services
· We actively engage with and invest in local communities

Open and honest
· Being open and honest with each other, customers, and carers, doing what we say we will do and explaining when we cannot.

Sustainable
· Continually striving to strengthen social capital by the way we work in and with the community.

Ethical
· Work with integrity, in partnership with others, to develop innovative and creative solutions to the needs of customers.




	Prospects

	Promotion
Whilst no guarantee can be given to subsequent promotion, there are currently a number of higher graded posts within Aspire which potentially provide the opportunity for career progression.
Any subsequent vacancies will be filled in compliance with agreed Aspire procedures.


	Training
Aspire has a positive commitment to the training and development of employees in all areas of its activities.
Similarly, employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.

As an HR professional, the postholder is expected to maintain and update their HR knowledge and CIPD professional standards, including remaining up to date with any legislative changes.







PERSON SPECIFICATION
	Detailed below are the skills, experience and knowledge required of applicants applying for the post.  
Essential requirements indicate the minimum requirements, and applicants lacking evidence of these attributes in their application will not be considered for the post.  
Desirable requirements are additional attributes to enable the applicant to perform the position more effectively or with little or no training and may be used to distinguish between applicants at the shortlisting stage. 




	CRITERIA
	ESSENTIAL/
DESIRABLE

	Qualifications
	E/D

	CIPD Level 3 or working towards
	E

	A full UK driving licence holder and access to a car to travel to multiple sites as required 
	E

	Knowledge, Skills and Experience
	E/D

	Excellent interpersonal and communication skills
	E

	An ability to work in close liaison with colleagues at all levels and in collaboration with stakeholders and external service providers
	E

	Good attention to detail and an ability to produce and maintain accurate records and documentation
	E

	Strong literacy and numeracy skills
	E

	Competent in the use of IT, including interaction with information management systems to maintain records and retrieve information, and use of Microsoft Office applications including Word, Excel, Outlook and Teams to manage staff records, arrange meetings, and produce documents and correspondence
	E

	Can follow processes and work to deadlines
	E

	Can organise own workload and time, flex around business priorities, and manage conflicting demands
	E

	Can work effectively under pressure while remaining calm and professional
	E

	Approachable, reliable, and trustworthy
	E

	Compassionate with a commitment to equity, diversity and inclusion
	E

	Calm and pragmatic, with a solutions focused outlook
	E

	Responsible and discreet with confidential information
	E

	Can work as part of a team and on own initiative
	E

	A willingness to develop your skills by participating in CPD (Continuing Professional Development) opportunities via informal and formal training 
	E

	Experience of working in a busy office environment 
	E

	Can take accurate notes in meetings 
	E

	Experience of working in an HR administration role 
	E

	Experience of working in a social care organisation (paid or voluntary)
	D

	Knowledge and experience of payroll processes
	D

	Can interpret payroll information and perform basic calculations
	D

	Other
	E/D

	DBS clearance
	E

	The right to work in the UK – either as a UK or Irish citizen, under the EU settlement scheme, or via any other valid work visa
	E

	Satisfactory references
	E
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