
 
Job Description 

 
Job Title Senior HR Assistants   

Department School of Life Sciences 
Grade 4 

 
Job Description 

Job purpose (a 
brief summary 
of the role) 

 
To work as part of a small HR Team in the provision of an efficient and effective HR service for the 
School of Life Sciences.   To act as a first point of contact to staff on HR issues, working flexibly to 
provide cover for other team members as required. 
 

Duties and 
responsibilities 

 
Recruitment and Induction: 
 

• To be responsible for multiple end-to-end recruitment processes including fixed term 
contracts, undertaking the associated tracking and monitoring to enable the successful 
appointment and best use of funding. 
 

• Advising, planning, undertaking, tracking and monitoring recruitments throughout all 
stages, including advising managers in relation to advertising, job descriptions and person 
specifications, short listing, interviews, reference requests and appointment/offers in line 
with policy and procedures.  
 

• Advising on visa related appointments, liaising with the People immigration team and 
Finance to agree offers, making decisions on establishing realistic and achievable start 
dates, assessing any impact on the funding and ensuring tracking and monitoring of 
progress. Undertaking Right To Work checks. 
 

• Working closely with the Research Finance Officer and Director of Operations on planning 
and ensuring the timely use of research funding when undertaking recruitments, new 
contracts/appointments/offers and extensions of existing research funded staff contracts.   
 

• Managing recruitment associated with senior and academic appointments, liaising with 
the School Support team in co-ordinating supporting activities and ensuring appropriate 
panel timings, composition and selection programme. 
 

• Establishing and monitoring redeployment within the department including exploring 
possible options for redeployment of staff into potential new posts   
 

• Responsible for accurate completion of electronic forms related to seeking approval and 
then processing through all recruitment to ensure timely processing to meet business 
critical and payroll deadlines. 
 

• Ensuring accurate processing of claims such as relocation, immigration support and 
interview expenses in liaison with the School Support and Finance teams.  
 

• Ensuring new starter information, inductions, and probation info- related to new 
appointments are communicated in a timely way within the School to allow facilities and 
functions are set up in advance of their arrival. 
 

• Support the administration of the departmental induction process for new employees, 
including tracking and monitoring returns  
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• To track monitor the returns from Line Managers to ensure they are managing probation 
processes effectively.  

 
General HR Duties: 
 

• Act as first point of HR contact addressing a wide range of staff queries providing 
appropriate and relevant information in a professional and timely manner from the HR 
inbox and in person, determining if and when these need escalation to others. 

 
• Provide advice and guidance to line managers on general HR policies, procedures and 

queries, such as terms and conditions, annual leave etc. to ensure that policies and 
processes are followed appropriately in line with legal requirements and our 
commitments to diversity and fairness.  

 
• Work with Team members to ensure the appropriate management and action of all HR 

tasks linked to contract types including indefinite, fixed term contracts, secondments etc. 
 

• Provide assistance on absence management/Occupational Health enquiries.   
 

• Creation of electronic personal files, ensuring they are kept up-to-date and cleansed (in 
line with GDPR) 
 

• Attend general meetings to provide HR support or input  
 

Other HR Duties: 
 

• To assist the  Team and the Head of the School/Support Services Team in the 
management of other department processes including PDR, training, appraisal, merit pay 
and promotions where required.  
 

• Propose and support office process improvements and input into specific HR projects as 
required. 
 

• Ensure compliance with health and safety in all aspects of work.  
 

• Undertake such other duties as required providing flexible support and cover for other 
Team members. 

The duties and responsibilities outlined are not intended to be an exhaustive list but provide 
guidance on the main aspects of the job. The postholder will be required to be flexible in their duties. 
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Person Specification 
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications 
required to undertake the role effectively. This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, 
(d) Presentation.  

 
Essential 

Criterion No. 
Essential Criterion Description  Measured by 

E1 Sound general education to ‘A’ level standard.  GCSE English and Mathematics 
OR equivalent qualification or experience of working in an HR role to meet this 
qualification level. 

A 

E2 Certificate in Personnel Practice or other relevant HR equivalent qualification 
with a commitment to working towards CPD or attaining a higher CIPD 
Professional Qualification. 

A 

E3 Experience of working in an HR role, in planning, organising and dealing with end-
to-end recruitment and fixed term contracts. 

A & C 

E4 Experience of being first point of contact in dealing with and responding to a wide 
range of staff queries providing appropriate and relevant information in a 
professional and timely manner. 

A & C 

E5 A flexible professional approach and able to demonstrate good team working 
with an ability to keep other parties/stakeholders informed and up to date. 

A & C 

E6 An ability to work to tight deadlines, work under pressure, prioritise own 
workload, make decisions and proactively problem solve and implement 
solutions.   

A,B & C 

E7 An ability to interpret information to make a decision. A & C 
E8 Excellent written and verbal communication skills with an ability to build 

relationships and persuade and influence.   
A & C 

E9 Able to deal with sensitive and highly confidential issues and provide excellent 
customer service and apply tact and diplomacy. 

C 

E10 Accuracy and attention to detail to ensure accurate processing and checking of 
work and completion of processes and forms. 

B & C 

E11 Excellent IT skills including replying to email correspondence and word 
processing (drafting letters), databases and spreadsheets. 

A,B & C 

E12 Knowledge of HR systems. A & C 
E13 Knowledge of HR best practice and employment law issues. A,B & C 

 
 

Desirable 
Criterion No. 

Desirable Criterion Description  Measured by 

D1 Experience of working within the Higher Education sector and/or with HR related 
or University systems and processes would also be beneficial but training will be 
provided. 

A & C 

D2 An understanding of UK immigration and visa types will be helpful, although 
training will be provided. 

A & C 


