
JOB DESCRIPTION

JOB TITLE:


Administrative Assistant (Human Resources)
LOCATION:


Central Office, 60 Eastermeade Gardens, Ballymoney

SALARY GRADE:
S

SALARY SCALE:
Points 9 - 14

REPORTING TO:
Human Resource Manager
RESPONSIBLE TO:
Director of Finance and Corporate Services
HOURS OF WORK:
20 hours per week
SUMMARY OF MAIN RESPONSIBILITIES

To provide administrative support across a range of Human Resources related duties including the maintenance of manual and computerised personnel records.      

The post holder will be assigned to the Human Resources Department however may also be required to undertake other duties as and when required.  

Specific Responsibilities

1. Service Users/Stakeholders

1.1    Ensure that all users of the Human Resources service are treated with courtesy and their  

   requests are dealt with efficiently, escalating queries/issues to line manager/other staff as 

   appropriate.  Contribute to the development of a culture of Customer Service Excellence by

   promoting standards through own your behaviour and the encouragement of same in others  

1.2    Work to ensure that all the Association’s core values – choice, dignity, respect, empowerment 
   and inclusion – are actively promoted through all aspects of HR activity as appropriate.
1.3    Contribute to the development of continuous improvement across all aspects of the 
   Association’s work 
2. People

2.1    Participate fully in all team meetings, supervisions and appraisals to maximise contribution to

   the work of the HR department and wider Association.
2.2    Work to ensure professional and co-operative working relationships within own department and 

   with other departments across the Association 
2.3    Provide cover for other team members as and when required

3. Processes

3.1     Work to agreed HR/other policies, procedures and practices as well as any other arrangements 
          in place to ensure that the Association meets its legal and regulatory responsibilities in this
          area.

3.2     To provide administrative support for activities within the HR department including:-
· Deal with post for the Human Resources department, taking action or disseminating to others within the team as appropriate

· Diary Management including arranging meetings and/or any other events as appropriate  

· Timely and accurate data recording and maintenance on PAMS HR database and any other HR systems in place
· Assist in the preparation/compiling of reports on any aspect of HR Activity using systems such as PAMS/Crystal reporting where appropriate 

· Prepare letters, memos, agendas, minutes or any other form of documentation required in relation to HR activities
· Process all HR related documentation in accordance with agreed systems e.g. sickness certification, references, AccessNI forms, accident forms etc liaising with other departments as appropriate eg Finance/Salaries/Training
· Ensure setting up and maintenance of all HR filing systems, both manual and computerised, adhering to confidentiality at all time
· Ensure the archiving and/or disposal of HR records in accordance with the systems in place and the requirements of ISO 9001:2008
· Maintain adequate office materials and stationary required to service the administrative requirements of the department
3.2     Contribute to continuous improvement with the department by undertaking tasks/projects in line
          with the Human Resources Strategy as assigned by Human Resources Manager
3.3      Assist in the undertaking of process and compliance audits within HR activity
3.4     Work as part of a team of administrative staff providing cover for reception/switchboard duties 

4. Finance

4.1
Work to agreed systems in place to ensure adherence to all relevant finance policies and procedures 
4.2
Ensure efficient use of resources in place to facilitate the work being carried out 

5. General

5.1
A high degree of flexibility is required as the post-holder is likely to be required to work co-operatively with others across multi-disciplines and may on occasions be required to work outside of normal working hours
5.2
Carry out any other duties that may be required of you and make decisions on any other issues that are likely to arise and would be within your areas of responsibility

5.3
No job description can be considered complete and this job description will be subject to review and may be amended following consultation to reflect any changes that may occur and to meet the needs of the Association and its service users

5.4       Attend and participate in all training opportunities identified for your particular role 
5.5       Triangle Housing Association is an Equal Opportunities Employer and all staff are required to   

            adhere to Triangle’s Equal Opportunities Policy throughout the course of their employment.

5.6       All duties must be carried out in compliance with Triangle’s Health & Safety Policy and Statutory  

      Regulations.

5.7       All staff are expected to treat those with whom they come into contact in a courteous and
      respectable manner.

5.8       Staff are expected to demonstrate their commitment to Triangle Housing Association by their
      regular attendance and efficient completion of all tasks allocated to them

PERSON SPECIFICATION

	
	Essential:
	Desirable:
	Validated:

	Qualifications

And 

Experience
	Minimum of 12 months administrative experience within a busy office environment

A minimum of 4 GCSE’S at grade C or above including English Language and Mathematics (or equivalent)
Computer literacy with a good working knowledge Microsoft Office applications including word, excel, outlook etc
	Previous experience of HR/personnel administration  

Relevant HR qualification 

Relevant Computer Qualification eg ECDL

Previous experience of using HR systems e.g. PAMS, ESS, Crystal reporting 
	Evidence produced by candidate/ validation by awarding body

Detailed employment 

history specified within job application form 
and references

Questions asked at interview



	Practical Skills and Intellectual Knowledge
	Ability to analyse information for preparation of reports and/or other documentation


	Basic knowledge of Human Resources procedures and practices
Experience of using multi line / multi extension switchboard systems

Experience of using a range of  office equipment (eg) photocopier, fax, binder, franking machine etc

	Detailed employment 

history specified within job application form 
and references

Questions asked at interview



	Personal Attributes

	Excellent interpersonal skills including the ability to maintain confidentiality 

Ability to work on own initiative as well as part of a team

Excellent time management and organisational skills


	
	Detailed employment 

history specified within job application form 

and references

Questions asked at interview

References



	Personal Circumstances


	
	Possess a full valid driving licence and access to a car OR

Can demonstrate mobility to carry out the functions of the job
	Copy of driving licence will be required and/or evidence of mobility to undertake the duties of the post


Please note:
Additional criteria may be established to facilitate shortlisting
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