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JOB DESCRIPTION
HR Administrative assistant (Service Excellence)
Vacancy Ref: Nxxxx

	[bookmark: _GoBack]Job Title: HR Assistant (Service Excellence)
	Present Grade:	Grade  4

	Department/College:		People & Organisational Effectiveness (P&OE)

	Directly responsible to:		Service Excellence Team Leader

	Supervisory responsibility for:	None

	Other contacts 		

	Internal:
Service Excellence Team & Team Leader, Service Delivery Manager, Recruitment & Contracts Team, Payroll Team, Systems & Management Information Team, HR Partners & Advisers, Reward & Recognition Team, P&OE Leadership Team, Other P&OE Teams


	External: 
· A wide range of academic and support staff from across the institution
Visitors to the Department 
External candidates
External reference companies

		The role of HR Administrative Assistant (Service Excellence) sits within the Service Excellence Team within the People & Organisational Effectiveness Division who strive to deliver excellent customer service both to internal P&OE and wider University Colleagues.  You will provide a first point of contact, answering queries via a range of contact points: Reception desk, telephone, shared query management system and TEAMS. You will work alongside highly dedicated HR professionals from 8 busy teams to assist them in delivering a professional and responsive service. 

Major Duties:
· Provide a front line triage service for queries coming into the hared divisional query management system
· Communicate with the different teams within the division to maintain up to date knowledge in order to respond to customer queries accurately and effectively
· Maintain and update the web pages and frequently asked questions to ensure our information is accurate and up to date
· Assist with the continuous improvement ethos by collating statistics from the shared query management system by monitoring trends and flagging areas for improvement to be discussed and considered by a P&OE Service Board
· Proactively contribute to our continuous improvement ethos by identifying service improvements 
· Provide a wide range of office support roles and reception duties to include both face-to-face and telephone customer service including: Production of Employment letters, bank letters and University cards
· Provide support during busy periods and annual leave to carry out Right to Work checks for new employees at the University
· Assist different teams at peak times when extra resource is required
· Any other duty as may reasonably be required by the HR Divisional Officer/Development Manager


· 
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