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Hastings Borough Council

Job Description

Job Title
HR & Business Support Administration Officer
Directorate

HR & Business Support
Grade

Grade 10

Reports to 

HR Manager 
Location

Muriel Matters House
Purpose of the Job
To provide administrative support to the HR team and the Business Support team. This includes supporting recruitment processes, maintaining HR records, answering helpdesk queries, researching and preparing data, and providing administrative support to evening meetings and other functions as required.
Main Responsibilities

· Assist the HR team with recruitment administration, including advertising vacancies, scheduling interviews, preparing paperwork, and liaising with candidates and managers.

· Support the management of sickness absence processes by maintaining records, preparing standard letters and reports.

· Respond to day-to-day HR helpdesk enquiries, providing advice and information on basic HR procedures and signposting more complex queries.

· Maintain and update the HR system (including inputting data accurately and running reports).

· Prepare and supply HR data in response to routine Freedom of Information (FOI) requests and internal data requests.

· Assist in the review and maintenance of HR content on the Council’s intranet pages to ensure information is accurate and up to date.

· Undertake research on HR issues or best practice as required to support policy development or service improvement.

· Provide administrative support to the Business Support team, including preparing agendas and minutes, arranging meetings, and facilitating evening committee and partnership meetings.

· Carry out general office administration tasks including scanning, filing, and photocopying.
· Contribute to the continuous improvement of HR and business support processes.
General Responsibilities

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.
· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.
· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require an Enhanced DBS (Disclosure and Barring Service) Check to be carried out.  An enhanced check details Convictions, Cautions, Reprimands and Warnings held in England and Wales on the Police National Computer (and most of the relevant convictions in Scotland and Northern Ireland may also be included). In addition it includes a check of the new barred lists and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). 

The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Hastings Borough Council
Person Specification

Job Title

Administration Officer

Directorate

HR & Business Support 
Essential Requirements

Qualification

1. Good standard of English and Maths (to GCSE level or equivalent)
Experience

2. Experience of providing administrative support in an office environment

Knowledge

3. Strong IT skills, including use of databases, spreadsheets and document management systems
4. Awareness of relevant legislation
Personal Aptitude and Skills

5. Attention to detail and commitment to accuracy
6. Able to interpret regulations, policies and statutory information
7. Good communication skills, both written and verbal
8. Ability to work in an environment with competing priorities

9. Ability to work in an independent manner and see what needs to be done
10. Accuracy and attention to detail

11. Ability to deal with difficult people over the telephone and face to face and liaise with external agencies
12. Flexibility to occasionally work evenings to support meetings

Behavioural Approach

13. Well organised
14. Flexibility
15. Team Player

16. Initiative
Further behavioural information can be found in our Staff Competency Framework which is included in this pack.  Interviews will include competence based questions and our managers are appraised against the framework as part of our performance management process.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Experience
Previous experience working in HR or supporting HR processes
Knowledge
Understanding of local government or public sector context
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