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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	HR Admin Assistant
	HR Officer

	Location
	Department

	Polmont
	General Office

	Hours of work
	Number of hours

	Part Time
	21

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational
	PPT

	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	B 
	No

	Level of criminal records check required
	Any additional vetting requirements 

	Disclosure Scotland - Level 2 Check
	     



Job Description

	Job Purpose

	You will contribute to the overall HR Team's delivery, providing a comprehensive administration service. This role will provide an excellent opportunity for the post holder to grow and develop as an HR Professional, working within a challenging and fast paced environment.

	Key Responsibilities of the Role


	1
	To collate and record absence management data and information and issue necessary absence management paperwork

	2
	Plan and coordinate Occupational Health Clinics

	3
	To provide HR related reports to the greater HR Team, and senior management teams as required

	4
	To deal with general HR related enquiries from staff, HQ and other agencies

	5
	To process staff changes and ad hoc pay claims as well as ensuring all filing systems within the department are maintained

	6
	To provide administrative support through the recruitment and selection process



Person Specification

	Criteria
	Essential or Desirable


	Qualifications


	Minimum of two National 5 (or equivalent) qualifications including English and Mathematics or relevant general administrative experience.
	Essential


	Knowledge, Skills & Experience


	Competent and experienced in all aspects of administration
	Essential

	Competent and experienced in the use of Microsoft Office packages inlcuding Word, Excel and Outlook
	Essential

	Previously worked within an HR environment in a similar role
	Desirable

	Understanding of Data Protection Leglislation
	Essential


	Competencies for Success


	Listen & Communicate
	Essential

	Relationships & Collaboration
	Essential

	Plan & Organise
	Essential
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