
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Post Information Pack  

HR Administrator 

Service Central Office 

Location Esher, Surrey (with home working options) 

 

Cranstoun is a social justice and harm reduction charity with global ambition.  

Vision: To be a world-class leader in rebuilding lives.  

Purpose: To inspire and empower people to live healthier and safer lives.  

Values: Ambitious, Creative, Compassionate, Collaborative, Respectful.  
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Job description  
Job purpose / context:  
 
 The HR & Resourcing Administrator is responsible for providing a comprehensive generalist HR 

Administration service across Cranstoun, with a particular emphasis on resourcing. 
 

 Part of the People & Culture team, the HR & Resourcing Administrator works closely with the HR 
Manager and HR Advisor, providing a responsive and flexible service to all stakeholders. 

 
Responsible to: 
HR Manager 
 
Responsible for:  

Resourcing 
 
 Provide recruitment and selection advice to line managers for all roles across Cranstoun, 

including employees, relief workers, sessional workers and student placements. 
 Manage the full recruitment process, including arranging internal and external job adverts; 

communicating  with candidates, coordinating assessment centres; generating offer letters and 
contracts of employment; issuing ID cards; ensuring all pre-employment checks are completed 
in line with organisational policies and standards. 

 Support the HR Manager and HR Advisor in Identifying and developing improvements to 
recruitment and selection processes to increase candidate attraction rates and improve 
candidate and organisational efficiency. 

 Support managers to implement Probation Procedures for new starters, including confirming 
successful probation outcomes and supporting unsuccessful probation reviews. 

 
Systems & Payroll 
 
 Ensure all new starters are set up on the HR information System (HRIS) in line with organisation 

standards 
 Ensure all staff changes are updated on the HR Information System (HRIS) and electronic 

personal files are updated. 
 Ensure all contract and pay changes are updated on the HRIS and supporting documentation 

provided to Payroll in line with organisational standards. 
 Ensure that all Leavers are processed and records are archived in line with organisational 

standards. 
 Ensure all employment checks are conducted in line with organisational policies and standards, 

including professional registrations and validations; Disclosure & Barring Service renewals; 
Eligibility to Work checks etc. 

 Prepare and provide ad hoc and routine reports to the Director of People & Culture and other 
functions on HR KPI’s, including absence, turnover, diversity monitoring, headcount etc. 

 Work closely with colleagues to ensure the HRIS is accurate in terms of volunteer and mentor 
engagement. 
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Absence Management 

 Monitor and maintain all sickness absence entries on the HRIS, ensuring that all relevant 
paperwork is received and stored in line with organisational processes 

 Support the HR Advisor in monitoring sickness absence for all employees and support managers 
to implement sickness absence management procedures, ensuring accurate paperwork is 
produced in line with organisational policies. 

 Ensure that all relevant outcomes from Sickness absence review meetings are logged on the 
HRIS and any formal sanctions are communicated in writing. 

 In conjunction with the HR Advisor, manage all referrals to Occupational Health providers, from 
initiating referrals to supporting with subsequent recommendations. 

Employee Relations 

 Support the HR Manager and Advisor with employee relations cases, including attending formal 
meetings and producing summary notes. 

 Support the team with TUPE processes, including setting up new staff on the HRIS, managing 
new starter processes e.g. DBS referrals, scheduling consultation meetings etc. 

 Manage all Family Friendly policy requirements, including maternity, paternity, parental leave, 
flexible working requests. Ensure all relevant paperwork is produced and provide guidance to 
managers and employees. 

General Support 

 Provide advice and guidance to employees in relation to organisational policies and procedures, 
contractual entitlements and other HR related queries. 

 Escalate more complex matters and queries to HR Advisor and HR Manager 
 Proactively identify and implement improvements to systems and procedures. 
 Respond to all reference requests (employment, mortgage etc.) in a timely manner. 
  Ensure all HR documentation is filed accurately and in a timely manner. 
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Person specification  
 
Qualifications 
 
 CIPD level 3 Foundation course or equivalent (desirable, not essential) 
 
Experience  
 
 Demonstrable experience of providing a generalist HR Administration service or experience 

within a recruitment function 
 Experience of working within a busy administration function 
 Experience of working with HR Information Systems, inputting, maintaining and extracting data 
 Proficient user of MS Office suite; Word, Excel, Outlook, Powerpoint 
 Experience of conducting employment checks (DBS, Right to Work etc.) would be desirable 
 
Knowledge 
 
 Knowledge of employment legislation and best practice HR policies and processes 
 Knowledge of recruitment processes and pre-employment checks e.g. DBS 
 Basic knowledge of TUPE and staff transfers is desirable 
 
Abilities and attributes 
 
 Ability to work professionally at all times within a confidential environment 
 Self motivated and able to work independently or as part of a team 
 Able to communicate effectively with a broad range of audiences 
 Ability to recognise and implement system efficiency’s 
 High levels of integrity and ability to provide a high quality service 
 Friendly, supportive approach 
 Maintain confidentiality of all data and information  

 Accurate record keeping 
 

Skills 
 
 Excellent customer service skills 
 Excellent communication skills (written and verbal) 
 Highly organised, excellent time management and prioritisation 
 Excellent attention to detail 
 Self motivated and adept at managing a busy workload 
 
 
 


