TRELOAR TRUST

JOB DESCRIPTION

Post:



Training & HR Assistant
Location:


Holybourne Campus
Responsible to:

Senior HR Assistant
Main Purpose of Job:          

The Training & HR Assistant will provide support to the team with all aspects of Training & HR administration including recruitment processes, as well as working alongside the Senior HR Assistant to maintain the HR system and collating information as required. The Training & HR Assistant will also provide administrative support and deputise for the Training Advisor.

Main Responsibilities:  

Training

· Managing Smartlog and Care Certificate systems, setting up new starters and deleting leavers, dealing with queries and running reports. 

· To assist the Training Advisor with organising and overseeing training sessions, including booking rooms, maintaining & updating the course calendar, sending reminders to staff booked onto sessions, organising room layouts and equipment, producing registers, setting up and checking equipment and meeting trainers.

· To assist the Training Advisor with logging training completions and qualifications onto the HR/Training database.

· Assisting staff with completing online training and workbooks.

· Producing statistical data on training, qualifications, practice checks and competencies and other reports from the Training/ HR database when required.

· Providing staff with their training history upon request and advising them of their mandatory training requirements.

· Making up training folders for new starters and ensuring the latest versions of the training programmes, policies and handbooks are included. 

HR

· To provide the HR & Training team with administrative support ensuring that effective administrative systems and procedures are in operation and followed.

· To open departmental post daily and distribute. Frank and prepare external post in the afternoon in readiness for collection. 
· To maintain levels of stationery and office supplies.
· Ensuring incoming telephone calls are answered swiftly and that messages and enquiries are dealt with accurately and in a timely fashion. 

· Under the guidance of the Senior HR Assistant efficiently and accurately process starters, leavers, hour changes, pay increases and check hour changes and pay increases and sign off pay action for leavers. 

· Under the guidance of the Senior HR Assistant, administer the annual salary reviews, produce salary increase letters and update pay scales on the HR database.

· To assist in the administration of the interview process for all staff, including (but not limited to) creating shortlisting packs, arranging interviews, ensuring that candidates are invited in a timely manner, issuing the timetable and appropriate paperwork to the interview team and testing.
· Assisting the Senior HR Assistant in the provision of a recruitment service, attending interviews if required.

· To process appointment details forms, ensuring new employees are issued with an appointment letter, main terms and conditions and particulars of employment in accordance with agreed timescales, monitor the return of relevant documents and chase those outstanding where necessary.
· To ensure that all appropriate pre-employment checks are undertaken for all employees and keep databases up to date.

· To work with HR team on any overseas recruitment campaigns.
· To assist new recruits from overseas, including arranging transport for airport collections, check accommodation is prepared, meeting new arrivals and taking to accommodation, collecting keys and ID badges and assisting with national insurance numbers and setting up bank accounts.

· With the Senior HR Assistant oversee the probation process encouraging and reminding managers to complete probations in a timely manner.
· To have an up to date knowledge of the Trust’s Policies and Procedures in order to deal with enquiries.

· Support and promote employee self-service by assisting customers in navigating around the HR self-service system.
· To assist in report writing from the HR database when required.

· Regularly maintaining and updating filing systems and confidential information. Archive and confidentially dispose of HR files/records whilst adhering to relevant time limits, issues relating to confidentiality, data protection and its storage.
· Working with the HR and training team, ensure an on-going programme of Health and Wellbeing events and information are in place, resourced and communicated to staff.
Other Responsibilities
· Ensuring all relevant communication is effectively and speedily disseminated within the organisation.

· Undertaking ad hoc projects as required.
· Provide administrative support to other members of the department as required.

General

· To observe strict confidentiality in relation to all HR information.
· To work in conjunction with the Training Advisor and Senior HR Assistant to provide cover when required.

· To be flexible with adjusting working hours/days in particular for Staff Development Days and upon request of the Training Advisor/Senior HR Assistant.
Other Duties
· To support the Trust in safeguarding and protecting the welfare of all students.
· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.
· To maintain and develop own professional knowledge and awareness.
· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities which may, from time to time, be delegated by your manager.
· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.
· This job description will be reviewed and amended in the light of changing professional demands.
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PERSON SPECIFICATION - HR & TRAINING ASSISTANT

	MINIMUM CRITERIA
	DESIRABLE CRITERIA

	Qualifications

· Good general education to GCSE level or equivalent (including Maths and English to level 2 or above)

	· Administrative-based qualification
· CIPD Level 3 Certificate in HR Practice or willing to work towards.
· Relevant IT qualification

	Skills and Knowledge

· Ability to maintain databases

· Excellent organisational skills

· Excellent systems, IT and excel skills.

· Excellent word processing skills, in particular experience of Windows based software.

· Excellent communication skills, both written and verbal.

· Understands and responds to the needs of customers aiming to give an efficient and effective service at all times

· High degree of accuracy and attention to detail

· Ability to manage own workload to meet service level agreement targets
	

	Experience

· Experienced administrator 

· Demonstrable experience of ability to prioritise

· Experience of handling multiple requests simultaneously and to tight deadlines
	· Experience of working in an HR department

· Has experience of handling confidential information

· Has experience of working on HR databases

	Personal Qualities

· A commitment to promoting and 

· safeguarding the welfare of students
· Systematic - uses systems to organise and keep track of information

· Tenacious - ensures that all processes are fully complete - follows up outstanding actions

· Discretion when dealing with matters of a sensitive or confidential nature.

· Initiative - must be able to work without close supervision
	

	Physical Requirements
· Must be able to cope with the physical demands of the job
	

	Treloar Trust Is Committed
To Safeguarding Children, Young People And Vulnerable Adults
All successful candidates will be subject to a Disclosure & Barring Service Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY
