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Job Description: HR Officer 

Permanent/Full-time Time             

Location: Sale  

Reports to: HR Manager  

Salary: £18,000 to £22,000 (depending on experience)  

Line management responsibilities: no 

            Overview 

Our people are our most important asset and the HR team work tirelessly to ensure that TQUK is a 

brilliant place to work and that we hire, retain, develop and recognise our talent appropriately. We 

are looking to expand our existing team with the additional of a HR Officer.  

The HR Officer will provide end-to-end administration support to the HR function which comprises 

of a HR Manager and Recruitment Coordinator.  From updating internal systems with employee 

information (contact details, changes to employment, employment forms etc), supporting the 

payroll process, production of documents and letters to answering employee queries and 

supporting the recruitment process, no two days are ever the same. 

This is an ideal opportunity for someone to join the HR team and getting a closer look at how TQUK 

manages the employee experience. 

You need to be super organised, an excellent multi-tasker, have great attention to detail and be 

ready to find solutions to fix a problem. 

                                                                                                                Key responsibilities  

 Provide administrative support to the HR Manager and Recruitment Coordinator 

 Work with the HR Manager and Recruitment Coordinator to ensure the timely, efficient and 

accurate production of standard employee documents and letters 

 Compile and update employee records; ensuring employee data is kept up to date, accurate 

and compliant 

 Coordinate diaries and schedule employee meetings 

 Ensure employee paperwork is returned and logged in a timely manner, following up with 

both employees and managers to this end 

 Assist with day to day operations of the HR department as directed by the HR Manager; 

 Deal with first level employee queries, escalate to HR Manager where necessary 

 Log absence/sickness of staff members 

 Manage the Recruitment Inbox following priority needs and responding to enquiries as 

appropriate in line with Service Level Agreement   
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 Complete basic candidate screening for large volume roles against set criteria  

 Schedule interviews as and when needed 

 Complete basic recruitment administration 

 Support the life cycle of new joiners and leavers; completing administrative tasks associated 

with the onboarding and offboarding process 

 Prepare new starter paperwork 

 Liaise with new employees in run up to start date and co-ordinate diaries to schedule 

induction activities 

 Track key employee dates and milestones and action associated tasks  

 Responsible for maintaining employee training records, ensuring Training Agreements are 

in place for all staff training undertaken 

 Coordinate diaries and schedule training activities 

 Undertake regular CPD activities to ensure learning & Development within own role 

 Ensure all HR policies and procedures are maintained in correct format and location 

 Ensure all HR SOP’s are maintained in correct format and location 

 Produce standard operating procedures (SOPs) for own area of work that support efficient 

working and are in line with organisational practice 

 Assist the HR Manager in the coordination of staff engagement/social activities 

 Assist the HR Manager with staff recognition activities  

          Other responsibilities 

 Perform associated reception duties such as answering the phone, liaising with and receiving 

guest and visitors etc. 

 Assist HR Manager with fire, first aid and health and safety requirements. 

 Develop and maintain an understanding of Training Qualifications UK internal processes 

and of the wider educational landscape 

 Liaise with other departments to keep up to date on operational practice and to facilitate a 

smooth customer journey and support own area of work  

 

                   Key requirements 

 Maths and English GCSE grade 5 or equivalent 

 Experience of working as a HR Administrator or HR Officer. 

 Experience in working in a fast-paced multi-faceted administration role would be 

desirable 

 Experience and ability to enable high levels of trust when dealing with confidential and 

sensitive information 

 Experience of working collaboratively with both internal and external parties to ensure 

successful completion of tasks 

 Excellent IT skills proficient in Microsoft office package 

 Excellent written and verbal communication and interpersonal skills 

 Exceptional organisation and prioritisation skills 

 Ability to work autonomously  
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               Key characteristics  

Here are just a few of the essential softer skills you will need to successfully join our team: 

 Respect the importance of confidentiality and discretion: you will have access to sensitive 

information and must be able to observe appropriate boundaries. 

 Good problem-solving skills are essential, as is the ability to think outside of the box 

 Flexibility: no two days will look the same and you must be comfortable working on multiple 

things at once, moving between priorities as required whilst managing own workload and 

meeting deadlines 

 Taking ownership of a task and seeing it through to completion, including not being afraid 

to chase, is essential. 

 Enjoy working with people 

 Be patient, tactful, diplomatic and approachable 

 Be able to work accurately, with good attention to detail 

 Sense of humour: we try and have fun in everything that we do so being able to laugh is a 

must! 
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