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JOB DESCRIPTION

Job Title:  People Coordinator

Reports to: People Partner

PART 1: JOB PROFILE 

Main Purpose of Job 
To contribute to a comprehensive Human Resource service across Claire House which supports the people strategy and wider organisational strategic plan.  This will include providing generalist advice & guidance related to Claire House HR policies and processes, contributing to the delivery of HR training plans and responsibility for recruitment administration and coordination activities. 


Position of the role in Claire House
· The post holder will report to the People Partner and work flexibly within a small HR team consisting of paid staff and external service providers.
· The post holder will work cross organizationally, liaising with staff and managers at all levels/areas of the charity. 
	
3. 	Scope of Job
· To provide operational, administrative and systems support for the Human Resources function, including payroll administration and coordination. 
· To provide formal and informal support to managers and employees.
· To maintain accurate employee records that comply with Data Protection guidelines and Claire House policies and procedures.  
· The job holder will provide generalist and routine HR advice, guidance and support to managers and staff as required, escalating more complex issues.
· The postholder will take the lead on less complex employee relations cases, managing these through to resolution with appropriate support and guidance
· To be responsible for recruitment administration and coordination of activities. 


4. 	Dimensions and Limits of Authority 

The jobholder will operate within a predetermined HR budget working to appropriate guidelines and principles.  Authorised to spend £500.



5.	Qualification and Skills Level
CIPD Level 5, or equivalent demonstrable HR experience working in HR Coordinator Role.

Part 2:	 MAIN DUTIES AND RESPONSIBILITIES

· To provide first-line HR advice and guidance to employees and managers and escalate complex employee relations matters to the People Partner as appropriate
· To lead on less complex employee relations cases, managing these through to resolution with appropriate support and guidance
· To provide support, advice and guidance on recruitment processes, assessment and selection of staff in line with current employment law practice and Claire House policies and procedures.  
· Administer and coordinate monthly payroll changes to required standards and prepare change reports for sign off.  
· To be responsible for completing all safer recruitment checks inclusive of Right to Work, DBS and NMC/professional registration checks, escalating issues to the People Partner as required.
· To be responsible for oversight and checking of cyclical DBS and NMC/professional registration checks, in line with policy and procedure. 
· Support the administration and delivery of training sessions for staff and volunteers.
· Maintain the accuracy of the Select HR system with new entrants, leavers and other employee changes.
· Data inputting into the Select HR system including private and confidential employee information.  
· Handle confidential and sensitive information.
· Organise HR activities and maintain up to date records.
· Type and process standard HR documents.
· Deal with external requests for statistical information, as agreed.
· Prepare responses for third party information requests.
· Prepare new starter paperwork; writing up contracts of employment and issuing new starter packs.
· Gather documentation for employee relations cases and take notes in meetings.  
· Support induction processes across Claire House.  
· Support the wider People Team with strategic projects, as required.  
· To manage data in an accurate and systematic manner adhering to Information Governance principles and Data Protection guidelines.
· To ensure recruitment, onboarding and employment records are maintained in accordance with employment legislation, GDPR, CQC requirements and Claire House policies


Person Specification

	
	Essential 

	Qualifications

	CIPD Level 5 or equivalent demonstrable HR Coordinator experience


	Knowledge and Experience




	Experience of working within an HR administration and coordination environment.
Experience of supporting and leading on routine employee relations matters.
Good knowledge of employment law, HR policies and procedures.
Good knowledge of recruitment processes.
Experience of using HR databases.
Experience of processing payroll

	Skills and Abilities



	Strong IT Literacy with a good working knowledge of Word, Excel and Outlook
Strong keyboard and data entry skills and good numeric skills.
Strong communication skills both written and verbal.
Work with a high level of accuracy and excellent attention to detail

	Personal Attributes


	Strong organizational skills.
Ability to prioritize workload.
Ability to adapt to change.



This is an outline job description and should not be regarded as an inflexible specification.  Responsibilities will be reviewed periodically in line with service priorities and duties may change or new duties be introduced after consultation with the post holder.  
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