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Business Assistant
West House

Main Purpose: To provide administrative and transactional support to the HR team, ensuring HR
records, recruitment administration, onboarding tasks, and general HR processes
are completed accurately and efficiently.

The Business Assistant role is designed to support the smooth day-to-day running
of the HR function by assisting with core administrative tasks and helping maintain
organised HR systems and records.

Responsible to: HR Manager (Interim to People & Development Director)

Salary:
£13.45 hourly
Hours: From 16 - 21 hours per week
Our Vision What we’re working towards:

Our visionis for children, young people and adults with learning and other
disabilities in Cumbria to lead a fulfilling life, in the way they want and with the
support they choose.

Our Mission

How we will achieve our vision
Provide High Quality Care & Support
Create inclusive opportunities that enable people to achieve their potential

Build a skilled, confident workforce through great training, strong leadership and
clear development pathways

Ensure financial sustainability, to deliver long-term support for our community and
stakeholders

Our Values How we will behave:
Person-Centred
Inclusive
Positive
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Business Assistant
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Post Holder: VACANT, TBC
Direct Working Relationships
e Senior HR Officer
e HROfficer
e Payroll Officer
e Operational Managers / Service Leads
Core Areas of Responsibility
1. Recruitment Administration

Responsibilities:

Support recruitment administration and candidate communication
e Arrange interviews and recruitment meetings

e Prepare recruitment packs and onboarding documentation

e Support pre-employment checks and references

e Maintain recruitment trackers and filing systems

Support advert posting and recruitment administration tasks
Expected outcomes:
e Recruitment administration is completed accurately and timely
e Candidate communication remains professional and organised

e Recruitment records are maintained effectively
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West House

2. HR Administration & Record Keeping

Responsibilities:

Maintain HR files, trackers, and records

e Support contract and employment administration
e Prepare standard HR documentation and letters

e Scan, file, and organise HR records securely

e Support compliance and training administration tasks

Update HR systems and spreadsheets accurately
Expected outcomes:

e HRrecords remain organised and accurate

e Administrative tasks are completed efficiently

o Documentation standards are maintained

3. General HR Support
Responsibilities:

e Respond to routine HR queries appropriately

Support meeting administration and minute taking

e Assist with onboarding and induction administration

e Support HR projects and team activity where required

e Maintain confidentiality and professionalism at all times

e Escalate concerns or issues appropriately
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Business Assistant
West House

Expected outcomes:
e The HR team receives effective administrative support
e HR processes run smoothly and efficiently

e Managers and employees receive timely responses

Daily / Weekly / Monthly Responsibilities
Daily Responsibilities
e Monitor HR inboxes and administration tasks
e Update HR trackers and systems
e Prepare documentation and correspondence
e Support recruitment and onboarding administration

e Maintain organised filing and records

Weekly Responsibilities
e Review outstanding HR administration tasks
e Support recruitment coordination and onboarding activity
e Assist with compliance and training administration

e Support meeting preparation and minute taking

Monthly Responsibilities
e Support HR reporting administration
e Review filing, tracker accuracy, and outstanding actions

e Support workforce administration deadlines and checks
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Business Assistant
West House

Boundaries & Role Clarity

The Business Assistant role is focused on:

Administrative and transactional HR support

Recruitment administration

Record keeping and HR systems support

Coordination and organisation tasks
The role is not responsible for:
e Employee relations decision-making
e Advising managers on complex HR matters
e Strategic HR work
e Leading HR processes independently

Complex queries or concerns should be escalated to the HR Manager or wider HR team.

Person Specification
Essential Skills & Experience

e Strong organisational and administrative skills

Good communication and interpersonal skills

e Ability to maintain confidentiality

e Good attention to detail and accuracy

e Ability to use Microsoft Office systems effectively

e Positive and professional approach to work
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Desirable Skills & Experience
e Previous administration experience
e Interestin HR and people management

e Experience within an office or care environment

Key Success Measures

e HRadministration tasks are completed accurately and timely

Recruitment administration is coordinated effectively

HR records remain organised and compliant

The HR team receives effective day-to-day support

Managers and employees receive professional communication and assistance

Undertake any other duties reasonably requested by management which are commensurate with the level
and responsibility of the role



