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JOB DESCRIPTION 


	Job Details

	Job Title:
	HR Co – Ordinator

	Team/Department:
	Human Resources

	Reports to:
	Human Resources Business Partner
	Location:
	Home based, with regional cover.


	Appointment period:
	Permanent Hours 37.5 hours
	Hours
	37.5



	Job Purpose

	A HR Coordinator provides essential administrative and operational support to the Human Resources Business Partnering Team, ensuring smooth day-to-day delivery of HR processes. The role focuses on maintaining accurate employee records, supporting payroll and benefits administration, coordinating training and development activities, and ensuring compliance with company policies and employment legislation.

The HR Coordinator also supports HR Advisors with employee relations processes, including sickness absence management reporting, assisting with absence review and welfare meetings, coordinating occupational health referrals, and supporting the management of AWOL cases. The role involves handling and tracking flexible working requests, preparing documentation, and ensuring timely follow-up actions. More complex employee relations matters are identified and escalated appropriately to HR Advisors.

Acting as a key point of contact for employee queries, the HR Coordinator assists with internal communications and contributes to HR initiatives that enhance employee engagement and organisational effectiveness. Strong organisational skills, attention to detail, and the ability to handle confidential information are critical to success in this role.




	Main Duties & Responsibilities

	EMPLOYEE RELATIONS

· Sickness Absence Reporting
Oversee the Sickness Absence Process. Produce and maintain accurate absence reports to support HR Advisors in monitoring trends and managing cases.

· Absence Review Meeting Support
Assist in preparing documentation and coordinating absence review meetings, ensuring records are maintained. 

· Welfare Meeting Coordination
Arrange and support welfare meetings, helping to ensure employee wellbeing is appropriately addressed and documented. 

· Flexible Working Request Administration
Track, process, and maintain records of flexible working requests, ensuring timely handling in line with policy. 

· Occupational Health Referral Coordination
Arrange referrals to occupational health providers and track outcomes to support employee health cases. 

· AWOL Case Support
Assist in monitoring and documenting unauthorised absences, supporting follow-up actions in line with procedures. 

· Escalation of Complex ER Queries
Identify and escalate complex employee relations issues to HR Advisors for further investigation and resolution. 

· Documentation Preparation
Prepare letters, reports, and HR documentation to support employee relations processes.

· Ensure compliance with employment laws and company policies 
· Support performance management processes, including appraisals and reviews 
· Escalate findings to relevant departments and contribute to continuous improvement initiatives.

HR DATA & REPORTING

· Support Annual Pay Review reporting and other statutory data requirements.
· Support gender pay gap reporting and other statutory data requirements. 
· Produce monthly SLT and HODs reports
· Send quarterly reports to managers on staff annual leave balances and manage end-of-year.
· Prepare HR reports and documentation as required.
· Maintain and update employee records and HR databases accurately.
· Support payroll processes by preparing and submitting relevant employee data.
· Handle employee queries regarding HR policies, procedures, and benefits. 
· Assist in the development and implementation of HR policies and procedures.
· Monitor employee attendance, absence, and leave records providing weekly absence reports to the wider business.


HR TECHNOLOGY

· Act as system administrator and subject matter expert for People HR.
· Raise and manage support tickets with People HR for system issues affecting the wider
business.
· Maintain and maximise use of People HR, including updates to employee records and entitlements (e.g. TOIL).
· Support HR technology projects and contribute to the delivery of the People Strategy.
· Gather and analyse data from various sources, presenting findings in accessible formats for stakeholders, leave carryover.

HR PROCESSES

· Coordinate training sessions and development programs 
· Process job changes, family leave, leavers, and transitions to bank roles using People HR and
manual processes.
· Update the HR & Payroll spreadsheet with employee changes.
· Maintain organisational charts (service delivery and company-wide) on a monthly basis.
· Ensure smooth data transition to payroll and maintain strong communication with payroll
colleagues.

CUSTOMER SERVICE & CONDUCT

· Provide a proactive and professional HR support service across Bedspace. 
· Forge and maintain strong relationships with internal and external stakeholders.
· Maintain confidentiality and comply with data protection legislation.
· Keep up to date with legal requirements and HR developments through continuous professional
· development.

Compliance Checks

· Compliance Checks  
· Driving Documents 
· Driving Licence 
· MOT 
· Road Tax 
· Car Insurance 
· DBS 
· Update Service Renewals 
· Processing new Enhanced DBS’s 
· Basic DBS 
· Right to Work 
HR Inbox
· HR Inbox Tasks 
· References 
· General Queries 
· Expression of Wish Forms 
· Leaver Process 
· Perm-to-Bank 
· Bank Leaver Process 
· Contractual Changes Process 
· Promotion/Job Change 
· Salary Change 
· Location/Team Change 
· FTC Extension 
· Adding TOIL days 
· PeopleHR Management 

The above list of responsibilities is not exhaustive, and the jobholder may be required to undertake
other duties commensurate with the level of the role, as reasonably requested by their line manager.

This job description sets out the duties of the post at the time it was drawn up.
Health and Safety

The post holder is required to carry out the duties in accordance with the company Health and Safety
policies and procedures.

Diversity

The post holder is required to always have due regard to equal opportunities, and to work in a fair and
reasonable manner towards all people, ensuring service standards are maintained for all cultures.

Confidentiality

The post holder is required to observe and maintain strict confidentiality in respect of guests, clients
and all company information.

This table lists the essential and desirable requirements needed to perform the job effectively. Candidates
will be shortlisted based on the extent to which they meet these requirements.




The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of the responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.





This table lists the essential and desirable requirements needed in order to perform the job effectively. Candidates will be shortlisted based on the extent to which they meet these requirements.

	
	Requirements
	Essential / Desirable
	How Assessed

	Qualifications/ Requirements
	Good general education with minimum GCSE C or equivalent in
English & Maths.

	D
	

	
	CIPD Qualification or studying towards (Level 3 and above), 

	D
	

	
	Satisfactory DBS Disclosure
	E
	

	
	Clean Current driving licence
	E
	

	
	Car Owner
	E
	

	
	
	
	

	Knowledge/Skills
	Demonstrable experience of using HR database systems
proactively – People HR an advantage
	E
	

	
	Good communication skills
	E 
	

	
	Ability to exercise high level of attention to detail on accuracy of
work produced
	E
	

	
	Good organisational and coordination skills
	E
	

	
	IT Literate (Word and Excel proficient)
	E
	

	
	Excellent verbal, written and numeracy skills E
	E
	

	
	Excellent organisational skills including ability to manage time and
prioritise effectively.

	E
	

	
	Strong IT skills, skilled in using Microsoft Word and Excel packages and experienced in working with databases.

	E
	

	
	Able to work independently and on own initiative within specified
guidelines or processes.
	E
	

	
	Well-developed interpersonal skills and able to deal with colleagues at all levels.
	E
	

	
	Highly motivated with a flexible approach to going the extra mile
with a can-do attitude.
	E
	

	
	A collaborative approach to team working.
	E
	

	
	Able to work appropriately with confidential and sensitive
information.
	E
	

	
	Knowledge Experience of HR generalist or similar level role E
Experience and/or knowledge of similar industry.
	D
	

	
	
	
	



Essential/Desirable: 
E = Essential: Requirements without which the job could not be done. D = Desirable: Requirements that would enable the candidate to perform the job well.
How Assessed:
A = Application		I = Interview		OM = Other Means (e.g. presentation, test, etc.)


	Mandatory Training
	Frequency
	Delivery Method
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Reports to:  Human Resources Business Partner  Location:  Home based ,   with  regional cover .    

Appointment period:  Permanent Hours 37.5 hours  Hours  37.5  

 

Job Purpose  

A HR Coordinator provides essential administrative and operational support to the Human Resources  Business Partnering Team, ensuring smooth day - to - day delivery of HR processes. The role focuses on  maintaining accurate employee records, supporting payroll a nd benefits administration, coordinating  training and development activities, and ensuring compliance with company policies and employment  legislation.     The HR Coordinator also supports HR Advisors with employee relations processes, including sickness  absence management reporting, assisting with absence review and welfare meetings, coordinating  occupational health referrals, and supporting the management o f AWOL cases. The role involves  handling and tracking flexible working requests, preparing documentation, and ensuring timely follow - up actions. More complex employee relations matters are identified and escalated appropriately to  HR Advisors.     Acting as a key point of contact for employee queries, the HR Coordinator assists with internal  communications and contributes to HR initiatives that enhance employee engagement and  organisational effectiveness. Strong organisational skills, attention to d etail, and the ability to handle  confidential information are critical to success in this role.    

 

Main Duties & Responsibilities  

EMPLOYEE RELATIONS        Sickness Absence Reporting   Oversee the Sickness Absence Process. Produce and maintain accurate absence reports to support HR Advisors  in monitoring trends and managing cases.        Absence Review Meeting Support   Assist in preparing documentation and coordinating absence review meetings, ensuring records are maintained.         Welfare Meeting Coordination   Arrange and support welfare meetings, helping to ensure employee wellbeing is appropriately addressed and  documented.         Flexible Working Request Administration   Track, process, and maintain records of flexible working requests, ensuring timely handling in line with policy.         Occupational Health Referral Coordination   Arrange referrals to occupational health providers and track outcomes to support employee health cases.     

