
JOB DESCRIPTION

POSITION:
Human Resources Assistant 

REPORTING TO:
Human Resources Officer

LOCATION:

Head Office 

MAIN PURPOSE OF JOB:

The Human Resources Assistant will provide a pro-active and customer focussed HR administration and recruitment service in support of the Human Resources Department and Autism Hampshire as a whole. The role will also be important in supporting the achievement of Human Resources goals and values and the ultimate objectives and goals of Autism Hampshire. 

DUTIES

RECRUITMENT AND SELECTION
1. Undertake the administration and delivery of all Recruitment and Selection activities at Autism Hampshire in accordance with the Safer Recruitment process, Care Quality Commission (CQC) and Ofsted requirements and current legislation.

2. Ensure that recruitment for Autism Hampshire is undertaken in a timely, professional and efficient way, giving managers advice and guidance as appropriate.

3. Ensure that job descriptions and adverts are suitable and reviewed by managers prior to advertising so they meet service needs.

4. Assist in the preparation and facilitation of Recruitment Open Days and Interview and Assessment Days. 
5. Ensure that all pre-employment checks are processed and received in a timely manner before commencement of employment, including:  DBS, references, Rehabilitation of Offenders, right to work checks, qualification certificates, certificate of good conduct and medical checks.
6. Ensure that pre-employment checks received are to the satisfaction of Autism Hampshire, raising any queries with the Human Resources Officer.
7. Ensure new employee starter information is provided in a timely manner to the Finance Department for payroll purposes and the training department for their purposes 

8. Ensure that all Personnel and recruitment files are completed appropriately and that the files contain the necessary documentation, in line with Autism Hampshire’s requirements.  Upon completion distribute personnel files as appropriate.

9. Ensure that Risk Assessments are completed by the relevant managers with new starters upon commencement of employment as appropriate.
10. Prepare offer letters, Contracts of Employment and other relevant correspondence and post out as appropriate
11. Create Identity Cards and distribute to appropriate site.

12. Assist in the review and enhancement of the recruitment and selection process as required.

HR ADMINISTRATION

13. Update and maintain HR systems and databases as required.

14. Assist in the administration and provision of Autism Hampshire’s health and Wellbeing programmes e.g. EAP, Physiotherapy, and Stress monitoring and risk assessments.

15. Keep up to date with employment legislation, general good HR practice, DBS and safer recruitment guidelines.

16. Ensure that general housekeeping duties relating to database, record keeping, filing and personnel files are kept to a high standard
17. Attend meetings to minute-take and prepare and distribute Minutes and Meetings documentation. 

REPORTS
18. Undertake designated management Information reports and submit to the HR Officer/Head of HR as appropriate.

19. Review and assist in the monitoring of Equal Opportunities.
20. Review, update and provide Equality and Diversity reports as required.
21. Update NMDS Database on a regular basis as appropriate, and administer the annual bulk upload.

GENERAL
22. Arrange interviews, meetings, and conferences, as directed.

23. Provide generic administration support as and when required to support the Human Resources Officer and/or Head of Human Resources. 

24. Assist in the monitoring and review of all HR procedures and processes as required.

25. Respond to general telephone enquiries as appropriate and keep the Head of HR/ HR Officer informed at all times of any issues identified.

26. Undertake Stationery ordering for the department.

27. Arrange and co-ordinate travel and accommodation arrangements as requested.

28. Ensure incoming and out-going post is dealt with efficiently and draft correspondence as requested.

29. Provide cover for colleagues within the HR Department as and when required.

30. Undertake and commit to training and development as required.

GENERAL RESPONSIBILITIES

1. Co-operate with all Autism Hampshire staff in maintaining good relationships with outside agencies and the general public in order to uphold Autism Hampshire’s image.
2. To be committed and responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults in line with Autism Hampshire’s Safeguarding Policies and Procedures and in accordance with the post as appropriate.  
3. To promote a positive image of autism and Autism Hampshire.

4. To ensure that your conduct within and outside Autism Hampshire does not conflict with professional expectations of Autism Hampshire.

5. Actively support and promote Autism Hampshire and all its policies.

6. Co-operate with all Autism Hampshire staff to maintain harmonious inter-personal relations.

7. Observe and adhere to all Fire and Health and Safety Regulations at all times.  Ensure regular Fire Practices are carried out and recorded.

8. Carry out any other duties as are within the scope, spirit, and purpose of the position, the title of the post and its grading as required.
Confidentiality:  Maintain confidentiality for all areas of Autism Hampshire, its staff and work. The nature of work within care entrusts people with confidential information about staff, individual students and their families. Any breach of confidentiality may constitute gross misconduct.

Review of Job Description: 

This job description is a summary of the tasks to be undertaken by the HR Assistant. As duties and responsibilities change and develop, the job description will be reviewed and subject to amendment in consultation with the post holder.

To be committed and responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults in line with Autism Hampshire Safeguarding Policies and Procedures and in accordance with the post as appropriate.  
Signed:





Date:

(Human Resources Assistant)

Signed:





Date:

(Head of Human Resources)
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