
[image: image1.jpg]C

(14

Royal
Veterinary
College

University of London



JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the RVC in consultation with the postholder.
	Job Title: Human Resources Administrator
	Job ref no: HR-0110-25

	Grade: 2
	Department: Human Resources – Professional Services Department

	Accountable to: Human Resources Adviser
	Responsible for: N/A


	Job summary:

To work with the other members of the HR Administration team to provide full, effective and timely life-cycle administrative processes, ensuring the maintenance of common HR standards across the RVC. You must always respect the confidentiality of personal, organisational and commercially sensitive information.   You will always need to understand and act in accordance with the RVC’s commitments to diversity and equality.


	Competency: Knowledge and Experience
Key tasks:
· Understanding of RVC policies in order to support the HR Coordinator and existing HR Administrator in providing first-line policy and procedural advice
· Use and develop understanding of the HR/Payroll System - iTrent 

· Use SOPs to complete task consistently

	Competency: Communication

Key tasks:

· Keep employee/manager updated at all stages 
· Liaise with HR colleagues, staff and managers in an effective and timely way
· Keep workbooks regularly updated on tasks and timescales on work that has been passed to you

· Keep Line Manager informed and updated on apprenticeship progress and ask for support where it is needed

	Competency: Service Delivery

Key tasks:

Work with the other members of the administration team in processing requests for:

· Maternity/Paternity/Shared Parental Leave

· Change of Hours/Change of Work Pattern/Flexible Working Requests

· Change of Grade/HERA Re-Grades/Nurse Re-Grades/Promotions

· Resignations/Retirements and having initial discussions with manager regarding replacement

· End of Tenure Process

· Long-Term Sick including liaising with Employee Relations Team

· Completion and Extension of Probation 
· Overpayments – liaising with Payroll as required

· References requests from previous employees / financial requests for mortgages etc.

· Unpaid leave/Jury Service

· Pass paperwork to Payroll adhering to monthly payroll deadlines

	

	Competency: Achieving Results
Key tasks:
· Ensure work is completed right first-time and in a timely and consistent way

· Support team with effective and timely administration requests related to the employee life cycle
· Plan and organise own workload to meet deadlines, negotiating with customers where necessary

	Competency: Working with People
Key tasks:
· Send induction email and new starter information to employee and manager

· Arranging pre-employment calls with new starters to conduct right to work checks via video call

· Meet with new joiner on first day to obtain and copy documentation

· Answer queries and offer appropriate advice utilising the most effective communication method
· Build effective working relationships with customers, wherever possible using face to face and telephone communication

· Liaise effectively with HR Systems/Employee Relations/Payroll colleagues as required
· Attend and contribute to other meetings e.g. huddles and team meetings

· Cover team phones when necessary

· Work in Camden/other locations, as required

	

	Competency: Finding Innovative Solutions
Key tasks: 

· Bring ideas/decisions to your manager and propose solutions
· Escalate queries and where appropriate, use built up knowledge to determine what you think answers or decisions would be

	Competency: Research and Analysis
Key tasks: 

•Assist the administration team in producing basis statistics e.g. number of different types of requests processed monthly

	Competency: Embracing Change

Key tasks:

· Support the administration team in evaluating the administrative processes and make recommendations for improvements
· Flexible and willing to support the wider HR Operations team as needed 

	Competency: Developing Self and others

Key tasks:

· Willing to develop HR knowledge by attending training/seminar/shadowing as required

· Actively learning and utilising knowledge offered by the HR Coordinators and Advisers/wider team



	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.
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