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			  Job Description
        Updated: June 2025
	Job Title:
	HR Assistant

	Reporting to:
	Head of HR and OD

	Location
	St Margaret Clitherow Centre, Archdiocesan Office, Croxteth Drive, Liverpool L17 1AA





	Mission Statement
“Taking to heart the last words of the Lord Jesus, we will go into the world to proclaim the Good News to the whole of creation.”




Job Summary
To undertake a range of tasks and responsibilities to support the Human Resources team in the provision of a full employment support and advisory service to the Trustees, Parish Priests, line managers and employees of the Archdiocese of Liverpool.  

Main Duties and Responsibilities:

Recruitment and Onboarding
· Provide advice and support to line managers and parish priests in the recruitment of staff to include preparation and submission of recruitment request forms, designing and advertising vacancies via internal and external platforms, maintain vacancy and applicant register, liaising with recruitment agencies, responding to vacancy enquiries online, via recruitment websites and via email. 

· To advise panel members in respect of shortlisting and selection methods, and to undertake shortlisting for selected roles.

· Liaising with candidates by telephone and email and preparing and issuing invite, regret and any holding letters to candidates.

· Preparing panel packs for interviews to include schedules, room bookings and booking of any refreshments/catering as required.

· Attend and support interviews where appropriate, advising on interview process, facilitating assessment centres and verifying eligibility to work documentation.
· Prepare and issue offer letters/contracts of employment for new starters and support the onboarding process.
· To support the induction process and probation/internal review processes for new employees.

Payroll
· Liaise with line managers, parish priests and Payroll Team to ensure payroll information (new starters, leavers, sickness, maternity/paternity, other changes and expenses) are reported to timescales.
· To manage payroll communications, responding to queries at the first point of contact where possible and escalating complex queries to the Advisers.
· Maintain the payroll action log in conjunction with the wider HR Team.
· Support with quality assurance checks and reporting.



Absence Management
·    To advise and offer guidance to line managers and parish priests upon notification of employee  
   absence, in line with the sickness absence policy, escalating complex or longer-term absence cases 
   to the Advisers.
· Monitor individual employee absences and ensure that any medical evidence obtained and recorded and maintain contact with employees via wellbeing calls.
·    To prepare and issue letters to employees in connection with company sick pay and statutory sick 
   pay entitlements and their cessation dates.
· Undertake pre-liminary discussions with new employees in connection with declared medical conditions and support the Advisers with occupational health referrals.
· To report any workplace accidents to the Lead Surveyor (Health & Safety, Compliance and Property) and the wider HR Team.
· Liaise with line managers and parish priest to ensure Return to Work Forms and risk assessments (where applicable), are conducted and documentation returned in a timely manner.
· Under the direction of HR Advisers undertake Occupational Health referrals for employees.

Learning and Development
· Plan, organise and record training events and professional qualifications across the Archdiocese.

· Lead on the systems administration, communication to employees and reporting in relation to the e-learning system.

· Monitor expiry dates for training certificates and licences and professional body membership, ensuring renewals are arranged in a timely manner.
· Contribute to the development of training videos for employees on HR related matters.

Engagement and Communication
· Provide support to employees, line managers and priests via email, phone or in person responding to general enquiries (terms and conditions, policies, annual leave calculations, staff benefits, resignations) resolving at the first point of contact where possible and escalating to the Advisers where appropriate. 
· Support the maintenance of the team intranet (hosted on SharePoint), ensuring information is up to date, engaging and regularly communicated to employees.
· Advise the Communications Team of any improvements to the careers page of the website.
· Contribute to employee newsletters and communications about initiatives, events and policies.
· In conjunction with the Communications Team, arrange and promote wellbeing events and information sessions for employees.

Continuous Improvement and System Development
· Support with the implementation and continued development of our HR software (Evalu-8), acting as first point of contact for employee queries.
· Contribute to the ongoing migration of processes into the software including design, build and data input.
· Act as systems administrator for the HR software, ensuring feature enhancements are tested and communicated.

Other duties:

· To liaise with line managers and parish priests upon notification of resignations, calculating annual leave entitlements and preparing and issuing acceptance letters.

· To provide a high standard of general administration including scanning, filing, archiving and maintaining records (both paper and electronic). 

· Proactively support and identify areas for improvement relating to systems and policy.   

· Support with the collation and presentation of HR management information.
· Act as note taker at formal meetings under the guidance of Advisers.
· To manage all daily communications into the team including all mailboxes and online recruitment queries.

· Provide support on specific projects as deemed appropriate by the Head of HR & OD with the aim of enhancing and developing service provision. 

General
1. Where necessary, attend, support and contribute to in house and external training programmes to aid continuous individual development.
2. At all times act in a professional and appropriate manner and actively promote the ethos of the Archdiocese of Liverpool.
3. To undertake such other duties as may reasonably be required of you that are commensurate with your level of responsibility and experience.

Confidentiality
During your employment, you may gain knowledge of confidential matters, which may include personal and/or business-related issues.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.

Data Protection
Where it is a requirement of the job for the post holder to use computers or other information technology, he/she will be required to ensure that security procedures are followed as appropriate and that confidential information for example, passwords, is not communicated to unauthorised individuals.

Safeguarding
The post holder, during the execution of this role, is unlikely to come into regular contact with children and vulnerable adults.  At the date of issue, this role, having been assessed by the Archdiocesan Safeguarding Section, has been deemed not to require a Disclosure and Barring Service check.

Health and Safety
All employees are required by Section 7 of the Health and Safety at Work Act to take reasonable care of their own health and safety and that of others who may be affected by their acts and omissions.

Display Screen Equipment Users
Section 39 of the Employee Handbooks states that employees who, following a suitable assessment, are deemed to be a Display Screen Equipment (DSE) User will be eligible to have an eye test funded by the Archdiocese of Liverpool and, where necessary, financial support towards the costs of lenses.  

This post does require the job holder to habitually use DSE as part of their normal work and therefore is classed as a Display Screen Equipment User.

Voluntary Duties:
During your employment, should you wish to engage with any activities in your local parish community, these are deemed voluntary in nature and must be undertaken outside of your contractual working hours, as they do not form part of your employment with the Archdiocese. 

General Clause:
This job description is not intended to be exhaustive but to indicate the main responsibilities of the post and may be amended from time to time after consultation with the post holder.  Any changes will be agreed in conjunction with the designated line manager. 

Signed by Employee: ............................................................................... Date: .......................................

Print Name: .................................................................................................







Signed by Line Manager: .........................................................................Date: .....................................

Print Name: .................................................................................................
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	Qualifications 
	Essential 

	 
	• A good standard of education, including professional written  communication 

	
	Desirable  

	
	· IT qualification. 
· NVQ in Administration or equivalent.
· CIPD Level 5 or equivalent.

	Experience  
	Essential  

	 
 
 
 
 
	· Proven experience in a busy administration environment.
· Experience working in a HR / recruitment or learning function.
· Experience of dealing with a broad range of administration procedures. 

	
	Desirable  

	
	· Experience of providing administration support to time critical processes 
· Experience of updating staff intranet sites 
· Experience of working to company policy and guidelines 
· Experience of streamlining administrative processes 
· Experience working in a multi-site organisation  

	Skills and Knowledge 
	Essential  

	 
	· Developed IT skills with a sound knowledge of Microsoft Word, Excel, Outlook, Teams and SharePoint.
· Able to engage effectively with people over the phone and in person.
· Highly organised, with the ability to prioritise and strong attention to detail.
· Excellent verbal and written communication skills. 
· Ability to multi-task, work under pressure and work to deadlines. 
· Self-motivated and curious about learning and improving practice.
· Ability to quickly learn new software and processes.

	
	Desirable

	
	· SharePoint authoring – for both document retention and intranet.
· Previous experience in reviewing and changing working practices for the benefit of customers.

	Personal Attributes  
	Essential 

	 
	· Ability to demonstrate the Archdiocese mission, values and behaviours in day to day approach at work
· Discreet and highly confidential.
· Naturally pleasant with a strong desire to help and assist others.
· Strong team player. 
· Resilient and open to feedback. 
· Comfortable working in an environment going through a period of changing working practices.
· Ability and willingness to learn new skills and tasks quickly. 
· Willingness and ability to travel across the Archdiocese to support interviews.
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