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Job Description & Person Specification
HR & Office Administrator
Main terms and conditions

Responsible to: 

Human Resources & Operations Manager
Salary:


£20,800 (pro rata)
Place of Work:

82 Wentworth Street, E1 7SA (office-based)
Hours:


28 hours per week (4 days)
Disclosure:

Basic DBS disclosure required
Background
Providence Row tackles the root causes of homelessness to help people get off, and stay off, the streets. The charity was founded in 1860 to work with vulnerable people living in the East End of London.  We are extremely proud of how the charity has continued to grow and develop over 150 years.  
For homeless people, or those at risk of homelessness, finding employment and housing opportunities can feel like an uphill battle, even more so if they’re affected by physical, mental health or substance misuse issues.  Providence Row works with those affected by homelessness and those vulnerably housed in London, offering an integrated service of crisis support, advice and progression programmes.  We ensure that people often excluded from mainstream services gain the support and opportunities they need to create a safe, healthy and sustainable life away from the streets.

The role

The HR & Office Administrator provides crucial HR administration support across the full spectrum of the employee life-cycle and facilitates the smooth running of the office, including general office and facilities administration. This role is integral in supporting the work of Providence Row in delivering its objectives.
The key responsibilities of the role
1. Provide comprehensive HR administrative support through the full employee life cycle 
2. Providing administrative support to HR & Operations Manager

3. Monitor and maintain stationery stock levels, office stock and kitchen supplies
4. Provide limited administration support to CEO (Governance) and Facilities department

5. Coordinate staff training when required
6. Maintain employment records and update internal databases

7. Serve as the initial point of contact for all employee-related HR queries
Key Objectives and Responsibilities
· Provide basic advice on policies and procedures to staff and managers
· Overall management of all new starter and leaver processes

· Ensure the office is a professional and welcoming space for staff and visitors
· Provide learning and development administration support

· Support the HR Manager with ER cases and implementation of initiatives when required
· Support the management of policy updates

· Deliver new starter inductions

· Ensure payroll are notified of changes to staff terms and conditions and act on management instructions and staff requests in a timely fashion.
Other Duties
· To undertake work commensurate with the grade across the Directorate as required. 

· Work in accordance with the Charity's values, guiding principles, policies and procedures. 

Person Specification
	Knowledge and Experience

	Have a clear understanding of the role HR plays within an organisation
	Essential

	Experience of providing Human Resources administration
	Desirable

	Experience of producing accurate employment/contractual documentation and correspondence
	Desirable

	Experience of using a Human Resources Information System (HRIS)
	Desirable

	Knowledge of general IT systems and applications including

spreadsheets, word processing and databases
	Essential

	Experience of prioritising workload, time management and dealing with conflicting priorities
	Essential

	Ability to provide basic advice on employment terms, conditions,

policies and procedures
	Desirable

	Knowledge of employment law
	Desirable

	Familiarity with recruitment processes 
	Desirable


	Skills

	Ability to compose and produce standard letters and reports using IT

applications (Microsoft suite)
	Essential

	Independently able to identify challenges and use initiative to implement effective solutions
	Essential

	Good attention to detail, ensuring accuracy and precision in all tasks and documentation
	Essential

	Able to work to deadlines and within defined standards
	Essential

	Sensitively and appropriately manage confidential information 
	Essential


Undertake routine employment related calculations

	
	Desirable

	Take notes/minutes at meetings
	Desirable

	Undertake comprehensive research
	Essential


	Competencies

	Is able to communicate and negotiate effectively with a range of stakeholders
	Essential

	Demonstrates emotional intelligence, understands the needs of others and recognises the impact of their behaviour on others
	Essential

	Demonstrates a positive, proactive 'can do' attitude, effectively addressing challenges and seeking opportunities for improvement
	Essential

	Takes the time to understand difficulties without pre-judgement and with a view to overcoming them (Compassion)
	Essential

	Exercises the same degree of consideration and care for all those who come to Providence Row, whatever the reason (Respect)
	Essential

	Welcomes and seeks to involve everybody, whatever their background, presenting issues, ethnicity, nationality or faith (Inclusiveness)
	Essential

	Works with people, not for people, to enable them to realise their gifts, abilities and talents (Empowerment)
	Essential

	Acts fairly and promotes justice within the organisation and in relation to the needs and rights of people who use our services (Justice)
	Essential

	Is accountable for the performance of the organisation, their team and their own performance (trustworthy, dependable & inspires confidence)
	Essential
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