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JOB DESCRIPTION 
	 
	

	TITLE:  	 
	People Services Administration Assistant

	LOCATION: 	 
	Salem Street, Bradford 

	RESPONSIBLE TO: 
	Head of People Services

	ACCOUNTABLE TO: 
	Head of People Services

	PAY BAND: 	  
	
SCP 7, £25,548


	HOURS: 
	   37.5 hours pw (excl 30 min unpaid break)
   Monday – Friday 9.00 am – 5.00 pm
   This role is not a hybrid role.
   Fixed Term Contact for 6 months.

	
	


Job Purpose 
The postholder will provide a comprehensive and confidential administrative support across the full range of People Services activities, ensuring efficient processes and accurate record keeping. The role supports recruitment, onboarding, HR systems administration and learning and development.

Main Duties and Responsibilities
1. Support recruitment administration including posting vacancies on the Bridge website and other platforms and monitoring applications.
2. Coordinating interview arrangements such as scheduling, candidate communication and document preparation.  Interview room layout and greeting candidates.
3. Supporting onboarding processes including preparing offer paperwork, collecting required documentation and setting up on internal HR and learning and development systems.
4. Maintaining accurate employee records.
5. Updating and monitoring compliance documents such as DBS documents and driver documents.
6. Produce routine metrics from the HR and learning and development platforms.
7. Administering the learning and development platform including user access, course enrolments and monitoring.
8. Responding to routine People Services enquiries in a timely and professional manner. Supporting the management of the recruitment and people services inboxes.
9. Supporting the development and improvement of processes to ensure efficient and consistent practice.
10. Providing administrative support to the Head of People Services and the wider team as required.
11. Communicate effectively, confidently and confidentially with all internal and external stakeholders, on a face-to-face basis, by telephone, letter and electronically and building good working relationships.
12. Assist colleagues with identified administrative cover arrangements during times of annual leave/sickness etc.  This will include support on reception as and when required.
13. Develop and maintain a working knowledge of all areas of the organisation. 
14. Take responsibility for own participation in appraisal and personal development, ensuring mandatory training is up to date. 
15. To undertake other duties commensurate with the grade of post.

































PERSON SPECIFICATION

ESSENTIAL

Experience/Skills
1. Good administrative skills.
2. Good attention to detail and accuracy in record keeping.
3. Confidence using digital systems including databases, online platforms and Microsoft office applications.
4. Ability to handle confidential information with discretion.
5. Willingness to learn and develop knowledge of People Services functions.
6. Ability to work collaboratively within a small team.	
7.	Ability to communicate effectively both verbally and in writing at all levels.
8.	Resilient, calm and professional and able to work under pressure and meet deadlines.

Other
1.	Honesty, integrity and strong values.
2.	Ability to show empathy with Bridge’s aims and objectives.
3.	A willingness to work flexible hours on occasion.
4.	A willingness to undergo a Standard DBS Check.



	Key Behaviours 
	Works Proactively
Demonstrates initiative, thinks ahead and takes prompt action to solve problems; completes tasks, overcomes obstacles and seize opportunities.

	
	Leads Change & Improves Performance
Responds quickly and positively to change, seeking to continuously improve performance by learning quickly from our mistakes, celebrating our successes and constantly developing our people and processes.

	
	Demonstrates Creativity & Innovation
Applies creative and  lateral thinking to organisational issues; challenges the status quo and introduces new ideas, methods and processes.

	
	Client & Customer Focused 
Focuses on and understand the needs of internal and external service users, members and other stakeholders and strives to deliver a prompt, effective and personalised service. (For ‘service users’, please also read members, stakeholders and audiences).

	
	Influences Others & Communicates Effectively
Positively influences others and where appropriate persuades them to change their views, intentions or actions.  Listens closely and communicates clearly both verbally and in writing.

	
	Applies & Shares Expert Knowledge
Demonstrates the specialist knowledge and technical requirements of the job. Applies skills and experience to perform the job effectively, completes work to a high standard and shares knowledge across the organisation.

	
	Works Collaboratively with Others
Works collaboratively with others for the good of the business; builds a network of good relationships and develops a thorough understanding of the organisation and the wider sector.

	
	Values & Respects Others
Respects other individuals; listens and takes into account different opinions, feelings and motivations; is trustworthy and acts with integrity; responds and acts constructively towards others.
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