[image: ]

JOB DESCRIPTION
	JOB DETAILS



JOB TITLE:		People Team Administrator 
HOURS:		37.5 hours per week, Monday to Friday
REPORTING TO:	Resourcing Business Partner
BASE:			Central Office

	JOB SUMMARY         



The People Team Administrator plays a key role in delivering an efficient, compliant, and people-focused administrative support for the People Team, ensuring all admin activity is well-coordinated, accurately recorded and aligned with safer practices. Working closely with the Resourcing Business Partner, People Partner, and administrative teams within the homes, the People Team Administrator helps ensure a seamless and positive experience for new candidates, team members and managers across the group.
The postholder will act as an ambassador for Athena, ensuring every interaction reflects our professional standards and values.

	JOB SPECIFIC RESPONSIBILITIES



Human Resources
1. Manage and maintain data entry and updates on the company’s HRIS (CoolCare)
1. Assist with day-to-day operations of the People Department and duties as requested.
1. Management of the People Team inbox and act as the main point of contact for queries, supporting team members and the administration teams within the homes to ensure a smooth People-related process.
1. Provide a range of clerical and administrative support functions to the People Partner as required (coordinate meetings, take minutes at meetings and formal hearings etc)
1. Respond to team member inquiries regarding HR Policies and Procedures.
1. Process documentation, collate data and prepare reports relating to People Team activities (performance evaluations, ER cases, etc) if required. 
1. Be responsible for the change of contractual terms, updated contracts and leavers process.
1. Complete and provide employment references for current or previous team members when requested.
1. Maintenance of the HR/People related folders and files in the intranet and file drives.
Recruitment
· Maintain and manage Athena’s Applicant Tracking System (Reach), ensuring all candidate records are accurate, up to date and compliant.
· Management of the Recruitment Team inbox and act as the main point of contact for onboarding queries, supporting new starters and the administration teams within the homes to ensure a smooth onboarding process.
· Manage the end-to-end onboarding process, which includes job offers, conducting all pre-employment checks, such as references, DBS checks and Right to Work verification in line with Home Office guidance, contracts, and planning start dates for new employees within our homes.
· Communicate with candidates throughout the recruitment journey, ensuring a professional, timely and welcoming experience.
· Ensure all recruitment activity is fully compliant with safer recruitment practices, GDPR and relevant regulatory requirements (including CQC where applicable).
· Build effective working relationships with Home Managers and Home Administrators, providing guidance and support on recruitment processes and system usage.
· Support the Resourcing Business Partner with recruitment activity across the homes, including recruitment open days, careers events and local attraction initiatives.
· Respond to team member enquiries relating to recruitment policies and procedures in a timely and professional manner.
· Maintain accurate recruitment records and ensure secure handling of all candidate data in line with data protection requirements.
· Support the Resourcing Business Partner with collating recruitment data and producing regular reports, including vacancy levels, time to hire, onboarding compliance and performance.
· Support continuous improvement by identifying opportunities to enhance recruitment processes, systems, and candidate experience.

	
	Essential Criteria

	Qualifications/
Education
	· GCSE’s grade C/4 or above or equivalent in both English and Maths

	Experience

	· Minimum of 2 years’ experience working within a Recruitment or HR Administrator position. 
· Experience using an Applicant Tracking System or HRIS.
· Experience with working in a care (desirable)

	Skills/
Knowledge


	· Excellent written and verbal communication skills.
· Strong organisational skills with the ability to manage multiple tasks and prioritise workload effectively.
· Good knowledge of Microsoft Office applications and Windows-based systems.
· Understanding of safer recruitment practices and pre-employment checking processes.
· Strong customer service skills with a focus on delivering a positive candidate experience.

	
Personal Qualities
	· Reliable, flexible, and punctual.
· Approachable, confident, and professional in manner.
· Able to adapt positively to change.
· Diplomatic and discreet when handling confidential information.
· Self-motivated with a proactive approach.
· Patient and resilient when managing competing priorities.
· Willing and able to travel to other Athena homes to provide training and support as needed.
· Full UK driving licence (desirable) to be able to travel to other homes where needed for training and support.



This job description reflects the current main organizational priorities for the position. These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business. 



Please sign to confirm you fulfil the essential criteria as detailed above and you accept and agree to deliver and comply with all requirements detailed in this job description for the People Partner position.

Post holder’s name:  	…………………………………………………………
Post holder’s signature: 	…………………………………………………………
Date:					…………………………………………………………
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