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JOB DESCRIPTION

HUMAN RESOURCES
JOB TITLE:
HR ASSISTANT (FIXED TERM)
DIVISION:
CORPORATE SERVICES, HUMAN RESOURCES
GRADE:


BAND 6 
RESPONSIBLE TO:
HUMAN RESOURCES MANAGER
POST REFERENCE: 
106987
Purpose of Post

Provide general administrative support to the HR Business Teams including answering telephones, taking messages and responding to general HR related enquiries.  Assist in the co-ordination and administration of all recruitment complying with statutory safer recruitment guidance and Council policy.
Key Relationships

All Council Departments

Support Services

Shared Services

Schools

General Public
Main Duties and Responsibilities

1. Provide clerical and administrative support to the HR Business Team.

2. Ensure office stationery, and other office consumables are ordered in accordance with purchasing procedures. 

3. Maintaining records, organising meetings and diaries.

4. Answering phone calls, taking messages and responding in a professional and timely manner.
5. Undertake administration using a range of ICT based applications including Microsoft Office, HBC’s HR & Payroll system (ResourceLink) and document management system (Iclipse).
6. Ensure the security of all confidential information. 
7. Provide advice and guidance to managers and job applicants in accordance with HR recruitment process. 

8. Assist with the recruitment administration via ResourceLink and ensure candidates are progressed in the shortest timescale possible to avoid delays and disruption to service delivery.  
9. Liaise with managers and applicants on the status of all recruitment and collate outstanding information from the Manager / Chair of the Panel.

10. Liaise with managers to identify an agreed date of commencement of employment.

11. Assist in the process to raise and issue all contracts of employment / casual worker agreements.

12. Ensure the HR Business Team officers are kept up to date through daily communications.

13. To be flexible ensuring that there is office cover during normal working hours. 

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  August 2019
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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