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JOB DESCRIPTION

	[bookmark: _Hlk136947316]Job Title:
	People & HR Administrator


	Reporting to:
	Head of People and Wellbeing


	Contract: 
	Fixed term


	Hours:                   
	Part time (15- 20 hours per week worked across 4 – 5 days)

	Hourly Rate:
	£10,140 - £13,520 per annum gross (pro-rated)


	Location:
	 Witney with travel across Guideposts sites 
(some homework might be required as per manager request)

	



STATEMENT OF PURPOSE: 

Guideposts exist to provide services to meet individual needs so that each person has the opportunity to fulfil their aspirations and maximise their potential. We seek to achieve excellence in our work and lead the way in researching, delivering, and disseminating good practice.
PURPOSE OF ROLE	
To provide high-quality administrative, compliance, and systems support to the Head of People & Wellbeing across all employee and volunteer processes. This includes recruitment administration, onboarding, induction, training coordination, volunteer record management, and ensuring all HR and compliance documentation is accurate, up to date, and centrally stored.
The role also oversees data hygiene and day‑to‑day maintenance of HR and volunteer records on systems such as SenseHR, CRM platforms, DSE recording tools, and training matrices.

KEY ACCOUNTABILITIES 
· Provide comprehensive administrative support across all HR and People processes.
· Ensure all employee and volunteer files (digital and physical) are accurate, complete, and audit ready.
· Maintain full compliance with DBS, Right to Work, training requirements, and mandatory documentation.
· Manage and update HR systems (SenseHR or equivalent), CRM, volunteer databases, and DSE compliance logs.
· Support the coordination and tracking of staff and volunteer training, including expiry checks, booking courses, and updating training matrices.
· Assist with recruitment, onboarding, induction, and leaver processes.
· Produce timely reports for the Head of People & Wellbeing as required (compliance, training, workforce data etc).

RESPONSIBILITIES 

Recruitment & Onboarding
· Coordinate end to end recruitment logistics (advertising roles, shortlisting administration, interview scheduling, interview packs). 
· Prepare offer letters, contracts, onboarding documentation, induction packs. 
· Conduct and record all pre-employment checks including: 
· DBS
· Right to Work
· ID cards
· Employment history/reference verification
· Set up new starters on HR and IT systems and maintain accurate volunteer onboarding records. 
· Process leavers, ensuring all documents and systems are updated

Employee & Volunteer Records and Compliance

· Ensure all staff and volunteer files meet organisational and regulatory standards.
· Manage SenseHR, CRM, DSE logs and volunteer management databases — keeping all records complete and up to date.
· Ensure GDPR compliance in all handling of sensitive information.
· Regularly audit HR and volunteer records and chase missing documents.
· Track key compliance deadlines (DBS renewals, RTW checks, mandatory training).

Training & Development
· Book internal and external training courses for employees and volunteers.
· Maintain training records, training matrices, and training expiry alerts.
· Liaise with training providers, managers, and new starters.
· Support the appraisal and ongoing performance development process.
· Provide training reports to managers as requested.

General HR & People Support

· Administer staff absences in line with policy, ensuring accurate recording.
· Maintain SharePoint folder structures and ensure consistent filing.
· Support HR projects, change initiatives, and people development programmes.
· Prepare standard letters, templates, and routine HR communications.
· Coordinate staff anniversary acknowledgements and key milestones.
· Act as a first point of contact for HR queries, escalating where appropriate.


KEY COMPETENCIES 

· High levels of discretion and trustworthiness with sensitive information.
· Excellent organisational skills and ability to manage multiple tasks.
· Strong written and verbal communication skills.
· Proactive, adaptable, and solutions‑focused.
· Strong attention to detail and accuracy in data management.
· Ability to work independently and collaboratively.
· Tact, diplomacy, and interpersonal sensitivity.

QUALIFICATIONS/SKILLS
	Qualification/ Training
	Essential 
	Desirable 

	Strong administrative experience within HR, People, Training, Compliance or similar environment. 
	· 
	

	Excellent IT literacy including HR systems, CRM platforms, Excel, SharePoint/Office 365. 
	· 
	

	Experience maintaining accurate records and working with confidential information. 
	✓
	

	Understanding of compliance requirements such as DBS, Right to Work, GDPR. 
	· 
	

	Experience coordinating training or maintaining training matrices.
	· 
	

	Experience with SenseHR, BrightHR, or similar HRIS.
	
	· 

	Experience working with volunteers or volunteer management systems.
	
	✓

	Experience in social care or charity sector.
	
	✓

	CIPD qualification or willingness to work towards it.
	
	· 

	Experience maintaining accreditation or quality standards
	
	· 


 
Other Requirements
· DBS Check
· Full driving licence (desirable)
· Commitment to equality, diversity, and inclusion.
· Willingness to travel between Guideposts sites when required.
OTHER DETAILS  

All staff have a responsibility to look after the health and safety not only of those people who use our services but for themselves and their colleagues and should follow Guideposts Health and Safety Policy and Procedures. 

All staff are ambassadors for Guideposts and as such may be required from time to time to assist managers and fundraising in the promotion of Guidepost and its work. 

Guideposts is an Equal Opportunities employer 

Travel & Insurance Requirement

If using your own vehicle to travel between Guideposts sites, you must hold appropriate business‑use car insurance (Class 1 Business Use). This is required to ensure you are fully insured while driving for work-related purposes beyond commuting.

This job description is not exhaustive but is provided to assist the post holder to know and understand the main duties of their role.  It may be amended from time to time in discussion with the post holder.
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