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HR Administration Co-Ordinator
Up to 37 hour contract

The salary for this post is £26,403 p.a.
 
An exciting opportunity has arisen at Aspire, to join our existing HR team. We are looking for a skilled and motivated individual to provide essential administrative support to the HR team, ensuring the smooth and compliant delivery of HR services to managers and staff across Aspire.

Level 3 CIPD or working towards is essential, as is experience of HR administration. Knowledge of payroll processes and experience of working in a social care organisation are desirable.


Aspire is an equal opportunities employer and welcomes applications from all sections of the community.


[bookmark: _Hlk230267232]For an informal discussion please contact:
Julia Lattimer (Acting HR Manager) on 0113 535 3538 
Or for email enquiries about the role please email aspire.hr.admin@aspirecbs.org.uk 

If you are interested in applying for this role, please complete our online application form HERE


The closing date for applications is 12 noon on Friday 12th June 2026

We may close this advert early if we receive sufficient interest, so we encourage applications to be made as soon as possible.
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[Aspire is a trading name of] Aspire Community Benefit Society Limited, a community benefit society incorporated under the Cooperative and Community Benefit Societies Act 2014.  Registered No. RS 007062. Registered Office: Roseville Skills Building, 65 Roundhay Road, Leeds, LS7 3BQ.
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