Job Description
HR Admin Apprentice

RESPONSIBLE TO: HR Manager

JOB PURPOSE:

To work as part of the HR team and support all Business Partners via effective and efficient
administration support, whilst ensuring all HR systems are maintained and kept up to date. You will also
study for a nationally recognised CIPD level 3-7 qualification in HR and gain valuable working
experience.

‘WHAT’ — you do!

Enthusiasm to learn new tasks and commit to undertaking an apprenticeship

Work with each member of the HR Team as directed to gain a working knowledge of each
member’s role

To update and maintain the HR operating and information systems, updating records and
producing reports as required, ensuring that the database is updated at all times.

To provide an efficient general administrative support service to all members of the HR team
To produce monthly statistics for the team on attendance, turnover and other required info.
Achieve performance targets for your areas of responsibility

‘HOW’ - you do it!
We deliver the above by displaying the following examples:

Treating everyone with respect, being courteous and

sincere Assist colleagues to do a great job

Taking responsibility and have a positive attitude and approach to

work Push to deliver high performance

Understand who your customer is

Put forward ideas where you can see a positive improvement can be made

No job description can cover every task which may arise within the post. The post holder will be
expected to carry out other duties from time to time which are broadly consistent with those in this
document.
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Person Specification

ESSENTIAL/DESIRABLE | ASSESSMENT

Behaviour - HOW
Transparent with your teams and peers E I/A
Restless in your approach to finding better ways E I/A
Upfront and honest E I/A
Skilled - continually improving E I/A
Together — championing a “one team” ethos E I/A
Transparent with your teams and peers E I/A

Qualifications

Willing to work towards CIPD qualification E I/C

Minimum 4 GCSEs grade 4-9 including maths E I/C

and English

Experience — WHAT

Experience of working as part of a team D I/A

Experience of providing excellent customer D I/A

service

Skills/Abilities/Competence - WHAT

Communication skills E I/A

Punctual & Excellent organisational skills D I/A

Strong I.T. Skills E I

Friendly, professional and approachable E I/A

Team Player E I

Able to work confidentially and use initiative E I/A

Enthusiastic and willing to learn E I/A

METHOD OF ASSESSMENT

A Application form

| Interview

C Production of Certificates
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