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Interim/ Temporary HR Centre Administrator 

C. £24,000; 6 months fixed term contract: Birmingham
Main purpose of the role:

The HR Centre sits at the hub of Human Resources. The centre is based in Birmingham and is responsible for all transactional HR processes from offer letters to payroll processing. 
The HR Centre Administrators work in close partnership with HR colleagues based in local offices to ensure a high quality service to our business. 
Knowledge of HR practices and procedures or a background in HR is essential for this role.

As an HR Centre Administrator, you will be responsible for providing support to the HR Centre Adviser, undertaking project work to support the activities of the HR function. You will be responsible for identifying and mapping out the 'As Is' approach, teasing out initial issues and mapping out 'To Be' processes. 
You will continue to progress with current process improvements and system changes that are currently being carried out. Additionally, when required, you will provide additional support to the HR Centre Administration Team, assisting with day-to-day HR Centre processes, ensuring accuracy and efficiency in all areas of the operation. You will work closely with HR Centre colleagues and HRC advisers to provide an excellent administrative service to our internal clients. 

Key responsibilities:

Project Work: 

· Map out ‘As Is’ HR processes using Visio as a mapping tool; Tease out initial issues; 

· Remodel HR processes considering duplication of effort and information; 

· Ensure that defects are fixed and waste removed; 

· Work together with other Business Services teams to redesign processes around the client journey; 

· Share remodels with the wider audience for feedback; 

· Co-ordinate and carry out system testing for all process improvement system changes; 

· Assess and implement change requests from the business; 

· Produce user guides for HR System changes. 

HR Administration: 

· liaising with existing and new employees; 

· preparing contractual documentation and correspondence, including starters and leavers; 

· updating the HR database; 

· processing payroll changes; 

· Preparing monthly and ad hoc reports.
General HR support: 

· Support the overall objectives of the HRC; 

· Responsible for the delivery of work requests within the HRC SLA; 

· To support the HRC management team to ensure the effective delivery of the service; 

· Flexible working approach to meet the needs of the HRC Team and to ensure that the work and office is covered throughout the working day ; 

· Establish and develop excellent communication with clients, team members, HRC 

· Skills and experience:

· You will have an eye for detail and you will be able to assimilate data quickly and effectively. 
· You will be inquisitive, used to asking why a process is as it is and looking for ways it can be improved. 
· You will be used to working to tight deadlines whilst delivering a variety of tasks. 
· It is essential that you have demonstrated experience in mapping out processes using Visio. 
· You will have a high standard of oral and written communication and demonstrate problem-solving skills. 
· Knowledge of HR practices and procedures or a background in HR is essential for this role. Experience of working in a centralised or multi functional team is desirable. 

Key competencies:

· Problem solving, gathering information from a range of sources to understand processes, while making sure it is both reliable and accurate. Identifying risks and considering alternatives. 

· Effective communication skill, able to communicate all needs instructions and decisions clearly. 

· Team working: Work effectively as a team member and help build and maintain relationships within. 

· Innovation: Thinking creatively, generating and evaluating ideas for development and implementation. 
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