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United Synagogue Job Description

Job Title:

HR Administrator
Department:

Human Resources
Location:

Finchley
Salary:
Up to £24,000 per annum, dependent on experience and qualifications

Benefits:


28 days holiday inclusive of Statutory Bank Holidays.

Additionally you will not be required to work on Jewish festivals when they fall on a normal working day

Reports to: 

HR Business Partner 
Hours:


Full time – 35 hours per week (excluding lunch breaks)

9am to 5pm Monday – Thursday inclusive 

9am to 3pm on Fridays (summer) and 

9am to 1pm on Fridays (winter) 

Job Purpose:

The jobholder will work as part of the HR team which comprises of another HR Administrator, the 3 HR Business Partners, the Payroll Manager, and the Head of HR. 

They will be responsible for providing general HR support, guidance and administration. 

Key Tasks, Responsibilities of the post

The role of HR Administrator will be responsible for:

Supporting the 3 HR Business Partners and the Head of HR in the recruitment of staff, (whether permanent, fixed term or temporary), through arranging and placing advertisements including management of the US Website, responding to applicants and organising interviews/selection tests where required.
Prepare letters, contracts of employment, variations to contracts etc. and process leavers; including issuing correspondence for permanent, temporary, and casual staff as required, respond to requests for references from other employers, request references from past employers for prospective employee (and monitor the process for reference checking), and mortgage companies etc.; open and log post; take detailed telephone messages and arrange meetings. 
Maintaining HR and Payroll data including inputting, monitoring and extracting employee and management information from Selima database. 

Ensuring that employee records, and other HR spreadsheets are up to date and to maintain relevant paper filing systems for HR Department, including the creation of new spreadsheets.
Provide administrative support to HR team with respect to Pay and Benefits activities
Prepare and distribute annual salary increase correspondence including mail merged letters to employees.
Work closely with the Payroll Manager on all payroll issues ensuring these are dealt with in a timely and efficient manner. Ensure that all payroll transactions are submitted to Payroll electronically before the cut-off-dates.
Typing correspondence; drafting response letters; responding to requests for references from other employers and mortgage companies etc; open and log post; take detailed telephone messages and arranging meetings. 

Ensuring that DBS disclosures (formally CRB) and other checks are carried out including reference checks, in a timely fashion.
In conjunction with the HR Business Partners carry out the Maternity process for all appropriate staff ensuring all documentation adheres to employment legislation and is sent and managed in a timely fashion.

Monitoring the probationary process for new employees and co-ordinating induction programmes with HR Business Partners.

Providing front line HR administrative support to management, lay leaders and staff on all aspects of employment matters.
Support the HR Business Partners & the Head of HR for all HR administrative requirements. 

Providing administrative support for the United Synagogue annual appraisal process including monitoring the scheme.
Assist in the organisation of staff events.
Generic other duties

Must be:

Committed to the aims of the United Synagogue and act as an ambassador for the organisation.

Comply with The United Synagogue’s policy and procedures and code of expectations.

Bring to the attention of senior staff any health and safety requirements, which become obvious.  In the event of any immediate danger, to take the appropriate action to reduce risk to physical danger to employees, members, contractors, volunteers, children, parents, visitors or staff.
Work collaboratively with other colleagues across the organisation to ensure the United Synagogue can achieve its vision, mission and strategy.

Undertake appropriate training as requested by your line manager in conjunction with the Human Resources Department and be committed to own continuous professional development. Act as an ambassador for the United Synagogue.
Carry out any other reasonable duties as requested by the HR Director or other designated senior staff/undertaking such other duties that occasionally fall within the purpose of the post.
Maintaining high levels of discretion and confidentiality at all times.
This job description and person specification is not prescriptive; it merely outlines the key tasks and responsibilities of the post. They key tasks and responsibilities are subject to change. Any changes will be made in consultation with the post holder. This Job Description is subject to alteration in response to changes in legislation or The United Synagogue’s operational procedures.

Person Specification

	Criteria
	Essential
	Desirable

	Working towards CIPD qualification – Level 5
	
	X



	Substantial Experience of working in HR
	X
	

	Experience of imputing and reporting on an HR/Payroll Database; 
	X
	

	Previous experience of payroll administration 

	
	X

	Capable of dealing with high volume administration with a range of actions throughout the employment cycle 

	X
	

	Proven experience of providing  good customer service to lay leaders and/or managers as well as   employees at all levels 

	X
	

	Ability to run mail merge 


	X
	

	Ability to work on own initiative and under pressure


	X
	

	Excellent communication skills, both verbal and written  

	X
	

	Excellent  IT skills, with a good working knowledge of Word, Excel, PowerPoint etc

	X
	

	Excellent organisational skills with the ability to prioritise and work under pressure 


	X
	

	Excellent team player; proven experience as a 

proactive team member contributing to the success of the wider team and organisational goals

	X
	

	Excellent administrative skills with attention to detail

	X
	

	To be available for appropriate training as required

	X
	

	Knowledge of the Jewish community

	
	X

	Empathy with The United Synagogue’s mission and  purpose

	X
	


