



Job Description

	Job Role:
	Human Resources Administrator

	Department:
	Central Services

	Location:
	Moreton

	Reports to:
	Group Compliance & Risk Manager

	Main purpose of job role:
	To provide HR administration support to all areas of EMA. 
The role ensures smooth daily operations, accurate record keeping, and effective communication with staff, candidates, other professionals, and external agencies.

	Key tasks:
	Administer the Safer Recruitment process from role identification through to first day induction, which includes: 
· Supporting line managers to create job descriptions, person specifications, job adverts, and posting of adverts.
· Forwarding of applications, arrangement of interviews, monitoring shortlisting, obtaining references, candidate acceptance and rejections.
· Identity, proof of address, right to work, DBS, and online checks, as well as any other checks required by legislation.
· Completion of candidate pre-employment checklists, liaison between line managers, DSLs and candidates to ensure timely and compliant onboarding.
· Hosting first day inductions for new hires to ensure completion of onboarding paperwork, access to systems and initial safeguarding training.
· Maintenance of Single Central Record.

Administer management information systems:
· Microsoft 365, MYHRToolkit, SSS Safeguarding Suite, Atlas Training, Indeed.
· Create user accounts, reset passwords, schedule performance meetings, maintain system accuracy, and input data regularly. 
· Use SharePoint to maintain personnel records.

Complete HR related risk assessments.

Research and book external training courses, update training records and maintain the training matrix. 

Generate regular (and ad-hoc) management reports for SMT KPIs, to include absence, annual leave, starters/leavers, disciplinaries, grievances and other HR issues. 

Support investigations, disciplinary meetings, and minute taking when needed. 

Carry out 16-week probation meetings, exit interviews, welfare calls, and staff wellbeing check-ins as required.

Provide company-wide wellbeing resources and support for DSE assessments, health queries and questionnaires, occupational health referrals, as well as third party provided support such as private healthcare, employee assistance plans etc.


	Other duties/responsibilities:
	Promoting safeguarding and the welfare of all individuals by adhering to relevant policies, procedures, and reporting any concerns in line with safeguarding protocols.

Contributing to a positive team environment, participating in team meetings, supervision, and ongoing training to continuously improve practice.

Championing equality, diversity, and inclusion, and upholding the rights and choices of staff, students and clients.

Promoting safeguarding and protecting the welfare of all individuals by following organisational and statutory safeguarding procedures, raising concerns promptly, and contributing to a safe and supportive environment.

Maintaining a safe environment by adhering to health and safety policies and procedures, conducting regular risk assessments, and reporting hazards or incidents without delay.


	Safeguarding:
	Employ My Ability takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of young people. Therefore, we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training.

	Equality & Diversity:
	Through personal example and clear action demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.

	Health & Safety:
	Promote Employ My Ability’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively within the department.



	Employee Signature:
	Date:


	Line Manager Signature:
	Date:
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