	
West Yorkshire Fire & Rescue Service
Job Description.
Post Title:	People Administrator.
Grade:	3.
Responsible To:	People Team Administration Coordinator.
Purpose Of Post:	To provide recruitment and administrative support to the People Team.
Organisational chart.

Main duties and responsibilities of the role.
Supporting People Team managers with recruitment and administrative tasks.
Liaising and supporting managers with the recruitment and selection of staff with placing adverts and all stages of the recruitment process.
Communicating and supporting applicants throughout their recruitment journey.
Process pre-employment checks, including Right to Work checks, Disclosure & Barring Service checks and Baseline Personnel Security checks, ensuring compliance with with legislation.
Issuing relevant documentation and and contracts of employment to successful candidates.
Support physical testing and awareness sessions as requested (may include some evening/weekend working).
Preparing and distributing of agendas and minutes at meetings. 
Providing data and statistics as required for reporting purposes.
Provide guidance to managers and employees regarding leave entitlements and processes.
Order stationary and supplies, and use the Fire Service financial system for invoice payments as required.
Providing first line basic advice from internal and external customers.
Filing, photocopying and scanning, and other generic administration tasks.
Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
[image: A logo of the NFCC Core Code of Ethics.]
To implement and promote the Authority’s:
Health and Safety policies.
Equality and Diversity policies.
Information Security Management System policies.
Safeguarding policies.
Business continuity policy and contingency arrangements. 
Policies related to General Data Protection Regulation and Data Protection Act 2018.
Commitment to maintaining our Customer Service expectations.
A satisfactory Standard Disclosure and Barring check is required for the role.
This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home. The actual pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs.
Skills and experience requirements for this role.
In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.
Please list or number the competency criteria below against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.
There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.
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	Experience.
	Essential/Desirable.
	Where identified.

	1. 
	Demonstrable administration experience in a large organisation.
	Essential.
	Application & Selection Process.

	
	Demonstrable administration experience with a Human Resources / People Team environment.
	Desirable.
	Application & Selection Process.

	
	Previous recruitment administration experience. 
	Desirable.
	Application & Selection Process.

	
	Experience of using Microsoft Office applications including Word and Excel.
	Essential.
	Application & Selection Process.

	
	Experience in the use of HR systems.
	Desirable.
	Application & Selection Process.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Literacy and Numeracy at Level 2 / GCSE Maths and English Grade C or above / equivalent qualifications, or equivalent level of literacy and numeracy gained through work experience.
	Essential.
	Application. 

	
	CIPD Level 3 Certificate in Human Resources or equivalent qualification.
	Desirable.
	Application & Selection Process.



	
	Special knowledge and skills.
	Essential/Desirable.
	Where identified.

	
	Excellent verbal and written communication skills.
	Essential.
	Application & Selection Process.

	
	A flexible approach in relation to the needs of the post and working hours as required.
	Essential.
	Application & Selection Process.

	
	Excellent customer service skills.
	Essential.
	Application & Selection Process.

	
	Ability to work as part of a team.
	Essential.
	Application & Selection Process.

	
	Experience of working on own initiative, prioritising workloads and meeting conflicting deadlines.
	Essential.
	Application & Selection Process.

	
	Ability to maintain confidentiality.
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to good data quality within all areas of work. 
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to and understanding of Equality & Diversity, NFCC Core Code of Ethics and WYFRS values. 
	Essential.
	Selection Process only.
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Head of People & Culture


People Team Administration Coordinator


People Administrator (7 posts)
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