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JOBDescription
Ref. No. 057
Post
Human Resource Assistant
RESPONSIBLE/REPORTING TO: 
DIRECTOR
COMPANY SUMMARY
LHCCGroup has several care homes; 24hr supported living schemes, 9 to 5 shared supported living units and fully independent 1 or 2 bedroom flats with outreach services.  

Our services range from the provision of accommodation and intensive care and support in our registered care settings, through less intensively supported living- based accommodation projects, to providing outreach floating support to people in our fully independent flats or third party providers. As service users move to more independent accommodation, we ensure that the transition to independent living is taken in gradual steps which are manageable for the service user whilst providing best value for the sponsoring authority.

LHCC provides dedicated male and female accommodation, specialist care and support services for people with mental health care needs. The people we care for often have complex needs; recovering from alcohol and illicit substances misuse, and/or has a history of involvement with the criminal justice system. Most of our residents will have previously been detained in hospital under the Mental Health Act and some are subject to Home Office/ MOJ restriction orders.

KEY  RESPONSIBILITIES:

· Maintaining recruitment database and support

· Processing starters and leavers

· Maintaining confidential personnel files,

· Preparation of offer letters and contracts of employment

· Absence management and monthly reporting in relation to this

· Monitoring inductions for new staff

· Organising and keeping track of staff development including arranging studies and exams 

· Use of computerised Personnel System

· Effective handling of incoming queries through liaising with internal departments and external parties. 

· Holiday and Sickness records: monitoring sickness absence, processing self-certification forms and doctors’ certificates, providing information to the HR Manager when issues arise. 

· Collation and chasing of missing documents, including occupational health forms, annual review forms, driving licenses, passport checks, eligibility to work in the UK etc. 

· Undertake Recruitment and Selection. Involvement in advertising, short-listing and interviewing and ensuring fair process throughout. 

· Providing advice, assistance and follow-up on policies, procedures and documentation.

· Coordinating the resolution of policy-related and procedural problems and enquiries.

· Responsible for the recruitment and maintain good working relationships with all employees.

· Ability to maintain the integrity of the HR functions with discretion at all times.

· Advice, update and support Management on staffing matters, follow good practice, policies and procedures and employment law.

· Monitor staff probation periods every 1 and 3 months, ensure forms are completed by Management on time, and check for concerns and training requirements.

· To manage the Recruitment Database and Recruitment Inbox, ensuring timely monitoring and logging of applications and response to candidates and producing reports as requested

· To maintain and log approved Recruitment Requisitions, setting up new roles on the Recruitment Database and logging applications to the correct role

· To arrange interviews, liaise with project managers and candidates as necessary

· To make up interview packs incorporating the Job Application Form, job and person description, organisation chart and interview template for the relevant job

· To obtain and photocopy the required due diligence information from each candidate prior to interview as per UK Employment Law and UKBA Regulations.

· To administer tests as required

· To scan HR documents and save to the recruitment database

· To keep a record of work experience candidates and their due diligence
GENERAL ADMINISTRATION

· To provide administrative assistance in respect of project work undertaken by Managers 

· To deal with filing and storage of documents for the HR Advisors

· To carry out other general administrative duties as required

· Ad Hoc Duties

· To perform ad hoc duties as requested by the Director/Relevant Managers

