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	Job Title:  

	Human Resources Personal Assistant 


	
	

	Salary and Pay Band:
	£22,073 - £24,572

	
	

	Hours:
	35 Hours per week 

	
	

	Job Holder: 
	

	
	

	Team (Directorate/

Nation): 
	HR, Corporate Services 

	
	

	Location:
	NW London 

	
	

	Manager:
	HR Manager 



	
	

	Direct Reports:
	None




Part 1:  JOB PROFILE


1 MAIN PURPOSE OF JOB: 
To provide a full range of administrative support services to the Head of HR and the HR team ensuring that the department provides a professional service.

2 POSITION IN ORGANISATION: 
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Multiple Sclerosis Society




The post holder will work closely with and report to the HR Manager and will also work closely with the following: 

· Head of HR, HR Managers, HR Assistant. 

· Managers and staff throughout the MS Society.
· Relevant staff and contacts in other charities, voluntary and community organisations.

· Relevant external service providers

· Members of the general public, e.g. prospective candidates

3 SCOPE OF JOB: 

1. To provide support on designated projects/and or assigned areas of work 
2. Administration services to HR team and Head of HR

3. HR administration, systems and procedures
4. Information and advice to service users.
5. HR database management


4 DECISION MAKING AUTHORITY:
Able to make limited decisions relating to the handling of a wide range of general and specific enquiries and e-mails, providing information or referring to manager for further advice where appropriate. 

5 QUALIFICATIONS & SKILLS LEVEL: Person Specification

Qualifications
· A levels or equivalent qualification
Experience 
· Experience of working in a office environment

· Experience of working in an HR department (desirable)
Knowledge and Skills
· High level of competence in Microsoft Office programs in particular, Outlook, Word, PowerPoint and Excel

· Ability to prioritise work load 

· Ability to meet specific deadlines 
· Excellent written and oral communication skills

· Excellent customer service skills

· Works accurately and with attention to detail

· Ability to work positively in a team
General Attributes 
· Proven track record of using own initiative to solve problems
· Ability to maintain strict confidentiality at all times

Part 2: MAIN DUTIES & KEY RESPONSIBILITIES

1. Designated projects/and or assigned areas of work (to provide support) 45%). For example:

Recruitment and selection

· To liaise with managers and recruitment or advertising agencies

· To compile and despatch application recruitment packs, arranging interviews

· To maintain a database to monitor vacancies and applications

· To update recruitment pages on the MS Society website

· Processing new appointments and changes to existing employment contracts using established templates and pro-formas.

Learning and development

· To use the database to set up courses and manage bookings

· Maintain electronic and paper files

· Deal with practical queries

2. Administrative services to the HR Team and personal support specifically to the Head of HR. 




20%

· To be the first point of contact for the HR Department.

· To field calls and direct or refer as appropriate to members of the HR team.

· To manage electronic and desk diaries, handling the mail, drafting correspondence, filing, responding to telephone calls, organising meetings, arranging flights and accommodation, and booking venues and equipment

3. HR administration/record systems and procedures (develop, implement and maintain) 





25%

· Disclosure: To ensure that effective records are kept on criminal records checks for staff and volunteers working closely with the Volunteering Development Officer. 

· To maintain budget spreadsheets

· To support the corporate induction process by compiling lists of new starters and induction packs

· To ensure all personnel files are maintained and kept up to date within the Data Protection Act

· To maintain stationery supplies

· To process probation documentation

· To assist with pay and benefits administration.

· To process HR invoices

4 Information and advice to service users. 10%

To deliver an effective high standard of service to internal and external customers including;

· Providing advice to service users on general HR queries relating to terms and conditions of employment e.g. annual leave; notice periods; pay rates.

· Responding to routine queries and requests from line managers/employees on employment and recruitment matters under the guidance of the HR Manager.

· Responding to general enquiries from members of the general public on a range of HR issues including recruitment matters
Other Duties 
These duties will be applicable to some posts. (Please delete/amend those which are not relevant for this role.)
· The post holder should be prepared to attend MS Society meetings in different parts of the country including MS National Centre.  Some meetings may be during evenings or weekends.
Mandatory Criteria: All job descriptions must include the following criteria;
1. The following is a standard paragraph to be included in all job descriptions:

The post holder will be working in a developing environment and he/she will therefore be expected to undertake other appropriate duties as required for the effective operation of the MS Society.

2. Health and Safety:
Responsibility for health and safety in the area under his/her control and ensure that he/she is familiar with the Society’s policy statement on health and safety at work.
3. Equality and Diversity:
(For all post)

· Respect the unique contribution of every individual and work positively in an equal opportunity and diverse environment 
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