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GreenSquareAccord Job Description

	Job Title
	People Services Administrator
	Location
	Brindley Place (with hybrid working)


	Directorate
	Corporate Resources

	Department
	People and Culture
	Date updated
	October 2025

	Job Family 
	Professional Services 
	Grade
	

	Organisational Structure

	· Reports to: People Services Manager
· Direct reports: N/a
· Any functional reporting relationship job titles outside this: People Partners, People and culture team, Payroll team and key internal stakeholders 


	Role Purpose

	
The HR Administrator plays a vital role within the People Operations team, acting as a first point of contact for HR-related queries from colleagues and managers.  This role ensures the smooth and accurate processing of colleague lifecycle transactions, including contractual changes, payroll updates and other routine HR tasks.  

By delivering timely and efficient administrative support, the HR Administrator helps maintain data integrity, supports compliance, and contributes to a positive colleague experience across the organisation.


	Role Context

	
This role is part of the People and Culture team at Greensquareaccord (GSA), responsible for processing colleague lifecycle activities including leavers, starters and changes to terms and conditions.  The team handles confidential colleague information and ensures all data is managed in line with the relevant policies and procedures, including GDPR.  

As a central point of contact for internal customers, the team experiences a high volume of queries and operates in a fast-paced environment with multiple deadlines. The HR Administrator must be able to manage competing priorities while maintaining accuracy and professionalism. 

The role would suit someone who is positive, calm under pressure, and brings a common-sense approach to their work.  Strong organisational skills and a commitment to delivering high-quality service are essential, along with a genuine pride in doing a good job.



	Key Accountabilities

	
1. Act as the first point of contact for general People team queries, monitoring the HR inbox and providing accurate information in a timely manner and escalating complex issues to the People Operations Manager or People partners as appropriate.
2. Deliver a customer focused people administrative service, ensuring all colleague data and transactions are processed accurately and in line with Greensquareaccord (GSA) policies and procedures.
3. Manage and process employee lifecycle changes including:

-    Updates to personal details and contract variations (e.g. hours, salary, grade, location, job title)
· Preparation of contracts and employment documentation
· Processing leavers, including calculation of final pay and holiday entitlement
· Recording and managing absence types (e.g. sickness, family leave, AWOL, suspension etc) in collaboration with the ER and Payroll teams
· Updating probation outcomes and applying correct sickness schemes.
· Ensure statutory checks and processes are in place and actioned, including maternity, paternity, right to work, Sharecode, ECS
· Complete employment references for current and former colleagues

4. Ensure the HR System and Personnel records (M files) are kept up to date with changes in a timely manner and to meet required payroll deadlines and adhering to document retention policy.
5. Support the payroll team by resolving pay-related discrepancies (e.g. overpayments, underpayments) and ensuring accurate data flow between teams.
6. Provide administrative support across the People Operations team, including ER and Recruitment, to promote a collaborative “one team” approach.
7. Liaise with the HR Systems manager and reward team on annual leave processes including buying and selling of annual leave.
8. Support the People Partners & the ER team in managing sickness absence issues.
9. Support system training delivery for managers and colleagues on OpenHR

10. Conduct regular audits of the HR system and new starter documentation to ensure compliance and data integrity.  

11. To provide information on HR procedures to managers and colleagues as appropriate. 

12. Identify and highlight trends or themes to the relevant People Partner for further analysis or action.

13. Contribute to internal and external Audits by preparing and providing accurate documentation.

14. Participate in People projects and research activities as required.

15. Build and maintain effective working relationships with managers and colleagues, offering guidance on People procedures, terms and conditions and employee benefits.

16. To undertake any other duties commensurate with the role and as requested by the People Services Manager or Head of People Operations.

17. Represent GSA externally, promoting a positive image of the organisation.

18. Champion equality, diversity and inclusion by valuing differences, challenging prejudice and supporting a respectful and inclusive workplace.



	The GSA Way

	Our commitments are the culture that defines who we are, they shape the way we interact with our customers and colleagues, impact the way we prioritise and make decisions, and are the way we do things around here.

As a GreenSquareAccord colleague, you are expected to demonstrate our core commitments of the GSA Way. These are:

· We believe our customer is everything
· We are one team 
· We are supportive and caring
· We are business-minded for social purpose
· We are curious and ambitious.






	Working Relationships and Contacts

	Internal
	· Leadership Team
· People Partners
· People and Culture Team
· Payroll Team
· Colleagues


	External
	· External companies and other Housing Associations 
· Ex-colleagues 


	Other

	
· Undertake other duties as may reasonably be required.
· Actively contribute and participate in PDR development reviews and discussions, supervision meetings, and other meetings, as required.
· Complete training that is relevant for the role.






Person Specification

People & Culture Team Operations Administrator


	QUALIFICATIONS AND TRAINING

	Essential
	Desirable

	GCSE or equivalent passes at Grade C in English and Maths or above or equivalent through relevant training/experience
	CIPD level 3 or above qualification 

	Previous administrative experience of working within a large complex organisation at a fast pace

	Previous HR admin experience

	Excel Spreadsheet experience

	



	KNOWLEDGE, SKILLS AND EXPERIENCE 

	
	Essential
	Desirable

	Policy/Procedure knowledge/Advice
	· Working knowledge of people policies and processes 
· Ability to communicate these effectively to Managers and Colleagues


	

	Quality/Timeliness
	· Demonstrates commitment to Customer Service in all activities
· Focuses on right first time, taking ownership to ensure procedures are followed and standards are met
· Good organisational skills
· Accurate, methodical and responsible approach to work
· Ability to work to deadlines
	

	Initiative and Creativity
	· Focused on challenging existing methods and coming up with new ideas & implementing continual improvements 
· Flexible and adaptable in approach to situations

	

	Problem solving
	· Able to use initiative to satisfactorily resolve issues
· The ability to judge when to escalate a situation

	


	Influencing
	· Excellent interpersonal and influencing skills to establish trust, credibility and rapport at all levels 

	

	Customer focus
	· Understanding of diversity, inclusion & equal opportunities
· Ability to maintain professionalism in an ever changing, fast paced environment
· Exceptional attention to detail in composing, typing and proofing documents; excellent spelling, grammar and written communication 
· Ability to tailor communications to the varying needs of audiences and to explain technical information, without jargon, in a clear and concise manner

	· Confidence to offer training on systems/processes to managers and colleagues 

	General knowledge & advice
	· Strong organisational, time management and prioritisation skills with the ability to meet deadlines and to determine an appropriate course of action in spite of changing demands 
· Ability to work well as part of a team with a willingness to help others succeed
· Excellent working knowledge and experience of using of Microsoft Office software such as Outlook, Word, Excel, PowerPoint and Office 365 applications and SharePoint 
· Experience and regular interface with HR Information Systems and their functionality, such as employee self-service, workflows and reporting 
· Produce high-quality documentation including contract correspondence, variation to terms letters, and meeting notes, while ensuring accurate and timely system updates for management information purposes
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