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Job Title:

DEPARTMENTAL SECRETARY (HR)
Reporting to:

Human Resources Manager
Overall Purpose:
To provide administrative support to the Human Resource team in an accurate, consistent and timely manner, ensuring customer expectations are met and exceeded through effective working practices.

Scope of role:
To seek to identify areas for continuous improvement through creativity and flexibility.
Key Tasks:
· Taking responsibility for general administrative duties within the function using initiative to manage own workload and prioritise tasks

· Receiving incoming calls and escalating enquiries where appropriate to other members of the HR team

· Maintaining computerised HR database and producing accurate and timely reports in line with business requirements

· Operating as a conduit for communication to appropriate personnel regarding HR and staff development matters

· Responsible for maintaining the HR intranet site and other systems and publications as appropriate

· Liasing closely with team members to ensure service levels are maintained

· Adhering to quality processes and procedures

· Monitoring own progress towards business and individual objectives 
· Under the Health & Safety at Work Act 1974 each employee has a responsibility to Health and Safety and must also adhere to their responsibilities as laid out in the H & S policy.
· Any other related duties as required by the business objectives
Person Specification:

· An adept communicator with the ability to persuade, influence and listen to others

· Displaying strong motivational, customer service and organisational skills

· Competent in the use and purpose of technology with excellent IT and administrative skills with a desired minimum typing speed of 40 wpm

· In possession of demonstrable lateral thinking skills

· Enthusiastic and flexible team player with high expectations of self and others

· Able to work under pressure, on own initiative and constantly seek to improve

· In possession of strong workload management skills enabling fulfilment of tasks required to meet service level agreements.

External liaison with:
Professional bodies, advisory organisations, external candidates.
Internal liaison with:
Employees at all levels within Pertemps People Development Group.


	Category
	Indicators

	
	

	
	

	Knowledge
	General Administration/Office Procedures

	
	Equal Opportunities and Diversity

	
	HR process/policies and tools and their application

	
	Departmental Awareness

	
	Customer needs, wants and expectations

	Skills
	Customer Focus

	
	Communication

	
	Attention to Detail

	
	Planning and organisation Skills

	
	Continuous improvement/Quality control

	
	IT Skills

	Behaviours & Attitudes
	Approachable

	
	Self Motivated

	
	Flexible

	
	Team Player

	
	Ethical

	
	Assertiveness

	
	Task Focussed


	Key Responsibilities

	· To adhere to PPDG's Code of Conduct and policies and procedures at all times

· To demonstrate and uphold PPDG's values at all times

· To demonstrate a commitment to safeguarding and to promote the welfare of all stakeholders

· To maintain the responsibility of data protection, ensuring an awareness of all Company policies and procedures relating to data protection and to adhere to any instruction(s) given pertaining to this


	I have read, understood and accept that this job description accurately describes my role, responsibilities and competency requirements.


	Name


	

	Signature
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