Bromley, Lewisham & Greenwich Mind

Job Description

Job Title:

HR Administrator
Section:

Human Resources
Location:

Beckenham 

Responsible to:
HR Manager
Job Summary
· Provide a professional, efficient and friendly HR service to all staff, volunteers and visitors. The Administrator will be involved in a wide range of HR activity within a small team, working closely with the Senior HR Administrator
· Contribute to the effective running of all administrative functions of the HR department, including recruitment, induction, probation, the appraisal cycle, payroll, contracts, employee relations, training and development

Specific Responsibilities: 


· Provide admin support for the end-to-end recruitment process for paid and voluntary positions, including posting vacancies to BLG Mind website and job boards, printing and preparing applications and new starter packs, shortlisting and interview papers, liaising with job applicants by email and phone, requesting and chasing employer references

· Carry out HR administration tasks, such as processing starters and leavers, including preparing id badges and email accounts, providing payroll data to the finance team, updating contact lists in Outlook/Active Directory and excel spreadsheets, disabling email accounts and drives 
· Prepare and send standard HR letters and references
· Maintain organised and efficient systems to bring forward items that need to be handled at a future date, such as to ensure contract variations are signed and returned, line managers follow probation procedures for staff within the required timescales
· Assist with DBS processes, track applications, request sight of certificate once issued and record details. Undertake training in due course to process BLG Mind and other partner organisations’ DBS applications
· Deal with standard enquiries relating to HR & Recruitment, from staff, volunteers and the public

· Prepare and revise annual leave and attendance calculations and records
· Set up and maintain HR files and records, including scanning and filing documents electronically, maintaining paper filing systems and keeping spreadsheets up to date
· Place orders for stationery, maintaining appropriate stock levels and liaising with other staff members as necessary. Check orders against delivery notes on arrival and deal with any discrepancies as appropriate
· Print, code and scan invoices for all expenses relating to the HR department, including invoices that correspond with monthly Credit Card statements
· Follow department processes regarding post, receipt of cash and cheques, including going to post office as required and verifying petty cash returns

· Take archive boxes to storage in basement and retrieve files as required. Keep archives and filing tidy and organised, regularly dispose of old documents appropriately, arranging waste and shredding collections as required
· Work on reception at Beckenham to cover occasional absences
· Carry out any other duties within the scope, spirit and purpose of the job, as requested by the HR Manager or Head of Finance & Resources
General Responsibilities:
1. Work in accordance with BLG Mind’s Values, Aims and Objectives 

2. Provide a positive representation for the organisation both internally and externally, including promoting our work

3. Comply with all organisational and departmental policies and procedures and host organisation’s internal and external quality assurance process

4. Promote positive understanding, awareness and attitudes towards mental health and dementia as part of day-to-day duties

5. Work at all times to promote equality, diversity and individual rights
6. Be efficient, responsible and maintain a high level of personal organisation; keeping accurate and appropriate records and providing information for monitoring and evaluation as required

7. Participate in and actively contribute to individual supervision, training and team meetings; attend all staff meetings and organisational events as required

8. Work flexibly, being prepared to perform other duties commensurate with the role which may include new areas of operation following consultation
9. Work alongside and ensure active service user and carer participation in all aspects of work including design, implementation and monitoring of activities. 
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