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HR Assistant 

Reports to:			HR Advisor

Responsible for - Directly:	Nil 

Total staff managed:		Nil 

Working environment:           Hybrid (a combination of office and home working)  	

Working hours: 	Full time (37 Hours Monday to Friday)


Purpose of the Role
· To provide accurate and timely administrative support to the HR team across all HR functions 
· To work within the parameters of the Agreed Behaviours and Principals of the Council in the delivery of services to: 
· Great Yarmouth Borough Council 
· Great Yarmouth Servies 
· Equinox 
Key Results Areas
Corporate responsibilities
· To understand the Corporate Plan priorities and values and contribute to the delivery of these in the provision of high-quality services to customers.
· Actively promote equal opportunities and value diversity as both an employer and as a direct service provider, fostering a culture of fairness, equality, and respect

Main responsibilities
Operational Responsibilities
· To be the first point of contact for all first level queries from Managers and staff
· To cover the office Monday to Friday between the hours of 8am to 5pm 
· To monitor and manage the HR inbox directing queries in an appropriate and timely manner
· To support the recruitment function ensuring that all processes are followed in line with the ‘How to guides’ within EPLOY 
· To produce contracts and contractual changes with the support from the HR Advisors
· To maintain any relevant HR trackers on a daily basis
· To support the Right to work and DBS processes in line with the ‘how to guide’ for Credence
· To ensure that all relevant stakeholders are aware of any starters/leavers/movers 
· To ensure that Skillgate (eLearning system) is maintained in a timely manner to reflect any new starters/leavers/movers inline with the ‘How to guides’
· To ensure that all new starters are booked into a corporate induction (within 4 weeks of start date)
· To ensure that all sickness notifications and return to work meetings are saved in the relevant employee p-file and that Resource Link is maintained accordingly and in line with the ‘How to Guides’
· To support the provision of any payroll and management information as and when requested
· To administer any requests for Vivup benefits such as eye care vouchers, cycle to work and home and electronics in line with ‘How to Guides’
· To administer any requests of the booking of training courses including Apprenticeships
· To raise and maintain purchases orders and invoicing in relation to HR transactions
· To support and maintain the data cleansing of HR and Payroll records kept up to date and relevant inline with GDPR and the Councils Records Management Policy 
· To support the Head of OD, HR Manager and HR Advisors on all aspects of HR related activity 
· To undertake such other duties as may be appropriate and reasonably requested to the post as directed by the Head of OD, HR Manager and HR Advisors
The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.







Person Specification
Experience / Knowledge
· Evidence of working in a timely and accurate administrative role, 
· Producing high quality accurate documents to support HR activities e.g. contracts of employment / correspondence
· Working to high standards under tight deadlines
· Working in an HR team with a good understanding of recruitment, payroll, learning and development or general HR enquiries
· Experience and understanding of the DBS process
· Understanding of HR policy, procedures, systems and administration
· Using Word and Excel to a high level of proficiency
· Excellent organisational skills attention to detail
· Understanding of data protection/GDPR

Qualifications 
· GCSE at grade C or above in English and Maths or equivalent work-related experience
· Evidence of undertaking work related development
· Desirable – CIPD Level 3 or willing to undertake this formal training

Competencies 
· Ability to provide first line HR support and admin advice to managers and staff
· Ability to plan and co-ordinate workload
· Able to use initiative and work quickly and accurately under pressure whilst ensuring attention to detail
· Ability to embrace change
· Ability to problem solve in a pragmatic manner
· Able to positively influence people
· Excellent organisational and planning skills
· Good Verbal and written communication skills

Personal Qualities and Attributes 
· Self-awareness
· Openness, honesty and integrity
· Personal resilience
· Fairness and consistency
· Ability to challenge self and colleagues constructively and sensitively
· Flexibility and enthusiasm to adapt and develop new ideas and initiatives

Behaviours
· Effective communication
· Working together
· Taking personal responsibility
· Putting Great Yarmouth First
· Respecting others
· People focused
· Embracing change

Created: Head of Organisational Development
Evaluated: May 2018
Reviewed April 2022

image1.jpeg
GREAT

YARMOUTH

cccccccccccc




