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	Role:


	Human Resources Assistant

	
	Directorate:


	CEO

	
	Salary Band:
	Band 4

	
	Post reference:


	CEO21

	
	Job Evaluation Date:
	N/A

	
	Role statement of purpose: 
	To provide a comprehensive Human Resources support service.  To ensure that professional standards and good practice approaches are maintained in all activities.


	
	Reports to:


	HR Business Partner

	
	Key Role Outputs(KROs)

these set out what must be achieved for the post holder to be successful in the role
	Key Actions 

These set out how the KROs will be achieved – the activities required.



	1. 
	Effective HR advice to the organisation
	· To provide first line advice to managers and employees in relation to HR Policies and Procedures, escalating more complex queries to the relevant HR Business Partner.

· Support the implementation of new/revised HR policies across the organisation



	2. 
	Efficient and effective HR processes to support timely completion of activities
	· Review and propose amendments to HR processes and systems to support the efficient and effective completion of activities


	3. 
	Efficient completion of annual and ad hoc HR projects
	· Support HR Business Partners and the Head of HR in the completion of HR Projects, such as the annual salary review.



	4. 
	Effective HR administration of the "life cycle" of employees from starter to leaver within agreed timeframes and service level agreements
	· Produce correspondence and associated documents relating to changes in employment including:
· Leavers

· Change to hours

· Change to annual leave quota

· Change to pay

· Change to job title
· Role regradings
· Prepare payroll forms for all changes and circulate to the relevant designations for approval 
· Assist with the preparation of exit interviews and that appropriate documentation is completed



	5. 
	Accurate and timely data input onto SAP
	· Set up records for new starters on SAP, including the annual leave record 
· Change SAP records relating to leavers and changes to terms in line with agreed service level agreements

· Devise approach to ensure that SAP records are accurate and up to date at all times

· Ensure data entry is accurate and complete

· Ensure all Human Resources team members’ annual leave and sickness absence is accurately recorded on SAP
· Enter any  SAP/Performance Review Portal changes as required after receipt of the change request form from the Human Resources Business Delivery Partners



	6. 
	All personnel files are created and maintained in accordance with the General Data Protection Regulations
	· Create electronic employee and non- employee personnel files 

· File all contractual documents in employee files 

· To archive files as required


	7. 
	Maintenance of KPI (Key Performance Indicators) work log

	· To maintain updated spread sheets on 

· Contract changes

· Probation periods

· Flexible working requests

· Secondments and fixed term contracts


	8. 
	Monthly KPI reports and other ad hoc reports 
	· To produce, monitor and analyse monthly KPI reports from the SAP system

· To produce ad hoc HR related reports from the SAP system for HR colleagues and in response to other functional area requests


	9. 
	Management of HR Operations Inbox in line with service level agreements
	· Refer HR inbox queries to the relevant colleague for action where necessary
· To respond to all generalist HR queries in line with established processes and approaches and in line with established service level agreements 

	10. 
	Occupational Health Administration
	· Assist with the preparation of documentation with regard to Occupational Health referrals

· To ensure appointments are made according to procedure

· Monitor referrals and liaise with Occupational Health to ensure the timely completion of activities


	11. 
	Managed procurement and database records


	· Ensure that all goods and services procured are compliant with TfGM’s procurement procedures.  Including raising requisitions and official orders and reconciling all invoices for goods and services within SAP prior to raising the payment



	12. 
	Effective support for HR Business Partners in dealing with employee relations issues 


	· To provide support to HR Business Partners in the completion of activities relating to Employee Relations issues 


	13. 
	Effective provision of advice to the organisation 
	· To act as the first point of contact for face to face enquiries from across the business

· Working in partnership with HR colleagues to provide a "seamless" service to all internal and external customers

· Maintain an approachable and professional customer service experience



	14. 
	The provision of administrative support to the HR service 
	· Arrange HR Team meetings and book meeting rooms accordingly

· Take accurate messages for HR colleagues

· Collect and distribute the post



	
	Compulsory Outputs (COs)

these set out what must be achieved for the post holder to be successful in the role
	Key Actions 

These set out how the COs will be achieved – the activities required.



	C1
	Ensure you comply with all applicable organisational legislation and policy:


	· Data Protection Act 
· TfGM Safety Management System (In particular section SMS 201 Roles and Responsibilities)
· Bus Operator contractual management 

· Dignity at Work policy;

· Information assurance and security in line with Cabinet Office requirements;

· Risk management

· TfGM policies and procedures

· Equality and diversity legislation

· TfGM Vision & Values
· Act in accordance with TfGM’s behaviours and competencies

	C2
	Any other reasonable duties as required from time to time
	


	Key  Interdependencies
	

	Key Contacts
	HR colleagues
Managers and colleagues throughout TfGM



	Direct reports 
	None

	Budgetary responsibility
	None

	Location
	TfGM, 2 Piccadilly Place, Piccadilly, Manchester, M1 3BG
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	Human Resources Assistant
(Knowledge, skills and experience required at selection stage)

	
	

	E
	Essential Experience: 

	E1
	Previous experience of providing administrative support in a complex, professional, multi-discipline Human Resources function

	E2
	Experience of working in a client centred environment

	E3
	Experience of providing professional advice within the remit of the role both verbally and in writing

	E4
	Experience of working with Microsoft Word, Excel, PowerPoint and Outlook and Human Resources Systems

	E5
	Experience of using database storage and retrieval systems

	E6
	Experience of working with sensitive and confidential materials 

	E7
	Experience of prioritising tasks and working towards defined deadlines

	E8
	Experience of producing work to a high standard and having excellent attention to detail 

	D
	Desirable experience: 

	D1
	Experience of working for a public sector organisation with an understanding of governance requirements

	EQ
	Essential Qualifications – Technical, Vocational or educational:

	EQ1
	Educated to A Level standard 

	DQ
	Desirable Qualifications – Technical, Vocational or educational:

	DQ1
	CPP (Certificate in Personnel Practice) qualified 

	DQ2
	Higher level CIPD qualification

	DQ3
	European Computer Driving Licence or equivalent

	EA
	Essential Attributes:

	EA1
	Excellent interpersonal skills - ability to communicate effectively and efficiently with a wide variety of people at all levels

	EA2
	The ability to work as part of a wider business team at an operational level whilst remaining professionally balanced and focused

	EA3
	Self-motivated and resilient with an ability to produce high quality work 


Role Profile
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