

JOB DESCRIPTION

Post Title:


Human Resources Administrator (Staff Development)




Human Resources Department

Salary range:


Scp 11 – 17
Responsible to:
Assistant Principal Human Resources/Staff Development 
Coordinator 

Main Purpose

To provide confidential administrative support to Staff Development. 

Duties

1. To provide administrative support to Staff Development.

2. To assist with the development and maintenance of computerised records relating to all aspects of Staff Development.

3. To maintain and promote the Staff Development Virtual Learning Environment (VLE).

4. To administer, maintain and monitor on-line training packages.
5. To assist the Staff Development Co-ordinator with the preparation of papers for the Resources Committee and other Management groups.

6. To assist with the monitoring of the Staff Development budget and associated procedures.

7. To assist the Staff Development Coordinator with arrangements for Staff Development and Induction, including ensuring staff are booked on approved courses.
8. To assist with travel, accommodation and hospitality arrangements for Staff Development.
9. To provide management information reports as required by College Management, Staff Development Coordinator, and outside agencies.

10. To respond efficiently and professionally to enquiries relating to the work of the Department from staff, management and the public.

11. To assist with any duties as may be required in other sectors in providing a corporate College service particularly at enrolment time and during the academic vacations.

12. To undertake appropriate staff development as agreed with the line manager to keep abreast of developments in the principal area of work.

13. To follow strictly the requirements of the College’s Health & Safety Policy,  Sustainable Development Policy and Equality/Diversity Policy.
14. You may be required to undertake such other duties, commensurate with your grade and hours of work, as may reasonably be required, particularly but not exclusively in the Human Resources Department.
You may be required to work at or from any building, location or premises of Wigan and Leigh College, and any other establishment where Wigan and Leigh College conducts its business.

Variation to this Job Description

This is a description of the job as it is at present, and is current at the date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated, and that it relates to the job to be performed.  This process is conducted jointly with your Manager.  You are expected to participate fully in the review and, following discussion to update your job description as is considered necessary or desirable.  It is our aim to reach agreement on reasonable changes.  However, if such agreement is not forthcoming, Management reserves the right to insist on changes after consultation with you.

MARCH 2010
HUMAN RESOURCES ADMINISTRATOR (STAFF DEVELOPMENT)
PERSON SPECIFICATION

Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.  

Where appropriate you should give examples of how you meet the criteria, ie, it is not sufficient to say that you can communicate effectively, you should give examples of how you have used your communication skills effectively. 





        Essential/Desirable

Knowledge

· Appropriate working knowledge of Microsoft Office



E

· Level 3 qualification in Administration





E
· Level 2 literacy and numeracy qualifications or to achieve within the

           probationary period






      

E

· Qualification in Information Technology





D

Competencies
· Administrative competence






E

· Able to demonstrate:

the ability to maintain confidential information



E

 
literacy and numeracy skills






E

 
  effective interpersonal, communication, and organisational skills

E

 
proven ability to work as a proactive team member



E

 
effective use of initiative







E

 
a flexible approach to working hours and fluctuating 
work schedules








E

 
the ability to set up and maintain effective and supportive

 

administrative systems and procedures




E
· To have worked in a human resources department



D

Other Requirements

· Able to travel as necessary to fulfil the duties of the post


E

· Evidence of continuing professional development




E

· Suitable to work with children and young people in accordance with  

Government guidelines for safeguarding children     



E

1

