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JOB DESCRIPTION

	[bookmark: _Hlk136947316]Job Title:
	People Administrator


	Reporting to:
	Head of People and Wellbeing


	Contract: 
	Permanent


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

	Salary:
	£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 is a UK based charity working with people in local communities to help them access the support, opportunities, and skills they need to overcome social challenges, improve their wellbeing and change their lives.
We run a range of services that are focused on helping people to achieve their potential regardless of their circumstances. We connect people together so that they can experience the joy that comes from friendship, activity, learning, purpose, and occupation. We love what we do, and we love seeing people flourish.
Many of the people we support come from the most disadvantaged groups in our society, including children and adults with additional needs and disabilities, people with mental health problems, older people with dementia and other neuro-degenerative conditions, and the families or carers of all these groups. We believe that all people should be equally valued and have an equal chance to live the best life possible, that is why we do what we do.
Together we are the Guideposts community, helping each other to achieve better wellbeing.
PURPOSE OF ROLE	
The People Administrator will provide comprehensive administrative support to the Head of People & Wellbeing across all employees, volunteer, training and compliance activities.

The role is responsible for maintaining accurate records, supporting recruitment and onboarding processes, coordinating training administration, managing volunteer records and ensuring documentation remains compliant, up to date and audit ready.

The postholder will also support a variety of People & Wellbeing projects, taking ownership of administrative tasks and activities delegated by the Head of People & Wellbeing.

This is a hands-on administrative role and is not an advisory or management-level HR position.

KEY ACCOUNTABILITIES 
· Provide high-quality administrative support to the Head of People & Wellbeing.
· Maintain accurate employee, volunteer and training records.
· Support recruitment, onboarding and induction administration.
· Coordinate training and learning administration activities.
· Support volunteer recruitment, onboarding and engagement.
· Maintain compliance documentation and tracking systems.
· Ensure records are accurate, complete and audit ready.
· Assist with People & Wellbeing projects and improvement initiatives.
· Produce reports, trackers and correspondence as required.

RESPONSIBILITIES 
People Administration
· Provide day-to-day administrative support to the Head of People & Wellbeing.
· Prepare contracts, offer letters, amendments and routine correspondence.
· Maintain employee files and HR systems.
· Support recruitment administration, including interview scheduling and candidate communication.
· Process new starter, probation, change and leaver administration.
· Maintain absence, holiday and people-related records.
· Prepare reports, spreadsheets and trackers as required.
Volunteer Administration
· Support volunteer recruitment and onboarding activities.
· Maintain volunteer records and databases.
· Coordinate volunteer inductions and onboarding documentation.
· Monitor volunteer compliance requirements.
· Act as a first point of contact for volunteer administration queries.
· Support volunteer engagement and recognition initiatives.
Training & Development Administration
· Coordinate internal and external training activities.
· Book training courses and liaise with providers.
· Maintain training records and training matrices.
· Monitor training completion and renewal dates.
· Produce training reports and compliance updates.
· Support organisational learning and development initiatives.
Compliance & Records Management
· Maintain employee and volunteer records to organisational standards.
· Monitor DBS renewals, Right to Work checks and compliance requirements.
· Undertake regular audits of employee and volunteer files.
· Identify and follow up on missing documentation.
· Ensure records are maintained in line with GDPR requirements.
· Maintain electronic and paper filing systems.
Project Support
· Provide administrative support for People & Wellbeing projects.
· Assist with data cleansing and record improvement exercises.
· Support audits, inspections and compliance reviews.
· Undertake project-related tasks delegated by the Head of People & Wellbeing.
· Assist with the implementation of new processes and initiatives.
KEY COMPETENCIES 

· Excellent organisational skills. 
· Strong administration and coordination skills. 
· High attention to detail and accuracy. 
· Ability to manage multiple priorities and deadlines. 
· Strong written and verbal communication skills. 
· Good interpersonal and customer service skills. 
· Ability to work independently and use initiative. 
· Professional and confidential approach. 
· Strong IT skills, including Microsoft Office applications. 
· Flexible and adaptable approach to work. 
· Positive, proactive and solution-focused mindset. 
· Commitment to equality, diversity and inclusion.

QUALIFICATIONS/SKILLS
	Qualification/ Training
	Essential 
	Desirable 

	Previous administrative experience. 
	· 
	

	Experience maintaining accurate records and databases. 
	· 
	

	Good working knowledge of Microsoft Office, particularly Outlook, Word and Excel. 
	✓
	

	Experience handling confidential information. 
	· 
	

	Strong organisational and time management skills. 
	· 
	

	Excellent attention to detail. 
	√
	

	Ability to prioritise workload and meet deadlines.
	             √
	

	Experience supporting recruitment administration. 
	
	✓

	Experience coordinating training activities. 
	
	· 

	Experience working with volunteers. 
	
	· 

	Experience within a charity, healthcare or social care environment. 
	
	· 

	Experience using HR, volunteer or CRM systems. 
	
	· 

	Understanding of DBS, Right to Work and GDPR requirements
	
	· 


 
Other Requirements
· Enhanced DBS check.
· Commitment to maintaining confidentiality.
· Willingness to travel between Guideposts locations when required.
· Commitment to Guideposts' values and behaviours.
OTHER DETAILS  

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. 
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.  
Must hold a full UK driving licence and have access to a vehicle insured for business use.
Guideposts is an Equal Opportunities employer.  
This job description is not exhaustive but is provided to assist the post holder to know and understand the main duties of their role.  Responsibilities may be subject to review and may be varied in emphasis depending on operational requirements.  It may be amended from time to time in discussion with the post holder.
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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