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Job Advert. 
	Job Ref. No: 
	1082MOR

	Job Role:
	Human Resources Administrator

	Department:
	Central Services

	Location:
	Moreton 

	Reports to:
	Group Compliance & Risk Manager

	Remuneration & Rewards Package, 
	· £27,040.00
· 32 days annual holiday (inclusive of Bank Holidays) – pro-rata for part-time staff

	Working Days/Hours:
	5 Days

	Type of Contract:


	Full Time   
	X
	Part Time  
	
	Zero Hours 
	

	
	Salaried
	X
	Hourly Paid
	
	TTO-Term Time Only
	

	Notice Period: after probation period
	3 months

	Equipment Required
	Mobile Phone
	Laptop
	Fob(s)specify where for below
	Otherspecify details below

	Tick here if required
	X
	X
	
	



	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:
	· As per job description 


	Safeguarding:
	Employ My Ability is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment.  
Applicants will be required to undergo child protections/adult safeguarding screening appropriate to the post, including checks with past employers, and an enhanced DBS check.  
It is a criminal offence for those who are barred from working in a regulated activity to apply for this role.

	Equality & Diversity:
	Employ My Ability is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, transgender status, religion or belief, marital status, or pregnancy and maternity.
Employ My Ability is a Disability Confident  employer.

	This role is exempt from the Rehabilitation of Offenders Act (ROA) 1974.
All documentation relating to applicants will be treated confidentially in accordance with the Data Protection Act. 

	Closing Date:
	

	Interview Date(s):
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The Walled Garden, Moreton, DT2 8RH.
01929 405685

www.employmyability.org.uk
Company Registration No. 09183380





