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Lancaster City Council - Job Description

	Job Title:
	HR Assistant
	Grade:
	2
	Job Code:

	GHR0003

	Job Family:
	Professional Services
	Sub Job Family:
	Human Resources
	Reports to:
	HR Services Case & Admin Lead



	Job Summary

	
· Provide an accurate, efficient and effective ongoing provision of an HR employee relations and administrative service to internal and external customers.
· Administer the Council’s recruitment and selection procedures to ensure an efficient and customer focused service.
· Act as first point of contact for all HR services queries from managers and employees.


	Direct Responsibilities 

	
1. Operate and maintain efficient and effective administrative procedures, practices, case management and information systems within the Human Resources team.

2. Maintain a good working knowledge of the HR and Payroll system. Be able to administer changes both through the ‘My Team changes’ process and to manually amend employee’s records on the system.  Be able to answer queries from employees and managers on using the Employee/Manager interface (My View) including annual leave, employee changes and processes. 

3. Log calls with the service provider to enable issues to be fixed with regard to the HR and Payroll system.

4. Ensuring that contracts are not breached and the correct payments of salaries, by being responsible for the administration of FTC’s, probation, change of conditions and all other employee and service changes. Providing support and advice to ensure these are correctly signed off and processed by the deadline.

5. Writing and issuing Written Statement of Particulars, offer letters and variations to contracts, ensuring they are accurate and provided within required timeframe. Therefore keeping sound knowledge on any HR or legal changes is essential.  
 
6. Be responsible for the maintenance and accuracy of electronic and manual systems these include the HR G Drive, HR Payroll System, email boxes and OHIO. 

7. Undertake all administration duties associated with recruitment including liaising with and advising recruiting managers, obtaining the necessary approvals to fill vacancies, placing advertisements, preparing invite letters and associated documentation, liaising with applicants, obtaining references, checking eligibility to work in the UK and collation of data for monitoring purposes.

8. Be the first point of contact for advice and / or queries from staff and members of the public, both via telephone and face to face, on HR policies, practices and procedures.

9. Be responsible for the maintenance and administration of the fixed term contract, probation / appointment review and redeployment processes, including liaison with HR Business Partners, managers and employees as appropriate. 

10. Organise corporate events and employee wellbeing events, including planning, budget monitoring, liaison with internal and external providers, and creation of promotional and decorative material. These events include but are not limited to Celebrating Success, Cycle Challenge and Health and Wellbeing days. 

11. Administer the DBS check process on behalf of prospective Lancaster City Council employees and on behalf of external organisations, ensuring this is done in a timely manner, and correct payment is received.

12. Undertake administrative duties in respect of referrals to Occupational Health, Health Surveillance and Occupational Health Physician. Keep records up to date and monitor HAVs, HEP A and B vaccinations and driver monitoring and take necessary action to ensure the Council is compliant. On a monthly basis collate sickness absence statistics.

13. Producing monthly reports for management and monitoring purposes, including starters, leavers, staffing lists, fixed term contracts, headcount, sickness etc. Collate and report data statistics to management for action or advice on options. 

14. Working within the budgets for the service process invoices through the financial system and ensure all procurement card purchases are correctly added onto the relevant financial system.

15. Maintain and update the HR section of the intranet as appropriate to ensure all information is up to date and relevant.  

16. Issue Eye care vouchers once DSE assessments have been completed. Ensuring data is accurately recorded for future information.

17. Administer the Staff Benefits catalogue ensuring the information on current benefits is correct and work with local and national providers in providing new benefits for employees. 

18. To provide support and assistance to the HR Business Partners and Head of HR, as required including filing, preparing document bundles and taking notes at formal hearings.

19. Provide excellent customer service to all customers of the service. 

20. Understand the importance and adhere to confidentiality at all times. 

21. Ensuring the promotion of Lancaster City Council including the creation of promotional material, attendance of careers fairs, the bra bank, give blood events and building of relationships with local organisations and schools. 

22. The administration of the corporate LinkedIn account, including promotion of vacancies, monitoring of district news ensuring this is communicated, along with any other good news stories and important information for the council. 

23. Ensure that up to date health and wellbeing advice and support is being provided to all Lancaster City Council employees, including regular health and wellbeing board updates and up to date information being provided on the intranet, to assist in the reduction of staff sickness.

24. To ensure that HR are complying with GDPR 2019 (onwards), by monitoring and ensuring the data privacy notice is kept up to date, and files are destroyed when needed.

25. Ensuring the Maternity and Paternity process is followed, making payroll aware of any changes required and the input of correct dates into the system and supply of an accurate letter.

26. Once an employee has provided us with a notice to retire, you will be required to collate the correct information from Payroll and notify pensions, then ensuring the termination and retirement letter is processed and ensure that Pensions are made aware of the retirement via the Pension website.

27. To administer of a number of inbox’s working across departments to provide an efficient and effective service. 

28. Providing accurate and timely statistics and information for FOI’s, subject access requests, service specific monitoring and others, as and when required.

29. Any other project work required in relation to the HR team. 

30. Adopt a continuous improvement approach to all processes to ensure LEAN processes including reviewing administrative processes, forms and methods of working on a regular basis to increase efficiency and effectiveness.

	Primary Objectives

	Undertake all administration duties associated with recruitment including liaising with and advising recruiting managers, obtaining the necessary approvals to fill vacancies, placing advertisements, preparing invite letters and associated documentation, liaising with applicants, obtaining references, checking eligibility to work in the UK and collation of data for monitoring purposes.

Writing and issuing Written Statement of Particulars, offer letters and variations to contracts, ensuring they are accurate and provided within required timeframe. Therefore keeping sound knowledge on any HR or legal changes is essential.  

Maintain a good working knowledge of the HR and Payroll system.  Be able to administer changes both through the ‘My Team changes’ process and to manually amend employee’s records on the system.  Be able to answer queries from employees and managers on using the Employee/Manager interface (My View) including annual leave, employee changes and processes. 


	Knowledge & Educational Requirements

	
Specialised knowledge:
Study towards and achieve Level 3 Certificate in HR Practice or equivalent professional qualification is desirable
Experience in HR practices particularly recruitment would also be desirable
Experience in an office environment undertaking business administration duties, ideally 12 months
Experience of prioritising competing workload
[bookmark: _GoBack]Experience of working with word, excel, emails and producing professional documents 

Functional knowledge:
5 GCSEs (or equivalent) Grade A – C, including English Language & Maths
2 A – Levels Grade A – C or equivalent, desirable

LCC specific knowledge:
Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
Understanding, implementation and adherence to Our Values.
Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate Plan. 


	Other Requirements

	The hours of work are 37 hours per week, working Monday to Friday. 


	Additional information

	General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.

Public Facing
This role is public facing therefore the ability to converse at ease with members of the public and provide advice in accurate spoken English is an essential part of the role. In this instance a role is classed as public facing if, as an intrinsic part of the role there is a requirement to regularly speak to members of the public in English.  
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