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PERSONNEL SERVICES

	Job title
	Personnel  Administrator

	Division
	University Administration and Services

	Department 
	Personnel Services

	Location
	University Offices

	Grade and salary
	Grade 4: £20,989 - £24,298 p.a. pro rata

	Hours
	Part and full time hours available  

	Contract type
	Permanent

	Reporting to
	HR Officer

	Vacancy reference
	125313

	Additional information
	


The role 
We are seeking an enthusiastic, experienced administrator to join our small team, which provides a comprehensive HR service to the University’s ‘central administration’. You will have ownership of the whole recruitment process for specific departments and will also be responsible for personnel administration and providing advice to managers and staff. 

This is an excellent opportunity for skilled administrators with an interest in personnel to gain experience in a complex and dynamic organisation. You should have excellent organisational skills, the ability to communicate effectively and well developed IT skills. The post holder will be trained in the delivery of the payroll and recruitment functions and will develop a thorough understanding of personnel administration. The actual duties undertaken on a day to day basis will vary and the post holder will be expected to work in a cross function manner as and when required. 

Responsibilities 

Under the supervision of the HR Officer and in accordance with the agreed protocols for UAS Personnel: 

Recruitment - Update and Maintain HRIS: to undertake administration of all recruitment and selection processes for UAS departments, including: 

· Liaising with managers to produce advertisements, assistance with job descriptions, person specifications, and further particulars;

· Ensuring that all appropriate authorities have been obtained;

· Placing advertisements using the advertising agency; 

· Liaising with recruitment agencies; 

· Record applicant’s details and generate letters;

· Preparing shortlisting and interview packs for managers; and assisting with shortlisting and interviewing when required. 

· Obtain and complete all necessary documentation for the appointment of new staff including preparing offer letters and obtaining all other associated paperwork for the appointed candidate and preparing the contract of employment and other documentation for new employees (to include work permit applications when required). 

· Create and maintain paper Personal Files for new employees.

Payroll - Update and Maintain HRIS to undertake all payroll changes including new starters/leavers and to ensure that all changes are authorised by the appropriate manager.

· Produce all associated paperwork for payroll changes.

· Provide first line support regarding payroll enquiries from staff and managers and investigate any discrepancies.
· Ensure all changes to payroll have been verified and checked against monthly reports, advising of any discrepancies and chasing any queries.
· File all correspondence on individual files

· Maintain the UAS Payroll mailbox ensuring that all requests are recorded in the appropriate place

· Generate letters of engagement for casual staff and to maintain associated paper records.

HR Administration - Update and Maintain HRIS: 
· Enter all sickness data and to produce a monthly report to all departments, 
flagging all absences over a specified period to the HR Business Partner for follow-up.
· Manage the end of fixed term contract process for UAS staff to include the identification of all FTCs ending on a six month rolling basis; to arrange for all notifications to be sent to individuals and line managers in accordance with University policy; to arrange redeployment meetings and to advise on the priority candidate process within recruitment and to produce contractual change documentation as required
· To liaise with the Policy team and to keep them informed of the status of those staff whose contracts are coming to an end; to file all correspondence on the individual files and arrange for leaver action as required on CORE.

· Manage the retirement processes for UAS staff in accordance with University policy; to arrange for all notifications to staff and line managers; to collate and report to HR Business Partner all retirement responses; to liaise with the payroll administrator on all leavers; file all correspondence on the individual files and update CORE.

· Manage the University probationary process; to arrange for timely notifications to staff and line management on all probationary staff and to ensure that all responses are logged and where appropriate flag any concerns with the HR Business Partner; to produce the appropriate letter for all staff completing probation for signing by the HR Business Partner and to file on the individual personnel file.

· Manage and maintain records of staff working on a visa; verifying appropriate documentation and recording information in accordance with the Home Office requirements. Support staff and managers during any renewal process and advising managers and applicants on general visa queries, with support from the Staff Immigration Team. 

· Regularly check the UAS Personnel website for accuracy and identify any updates required. Maintain the website (a Content Management System).

· Undertake administration for the Registrar’s Recruitment Panel, receiving electronic cases and checking them for accuracy / omissions and seeking clarification or further information from managers where necessary. Collate cases on a weekly basis and liaise with the Divisional Accountant and the Panel before recording approvals and communicating results to managers.

· Maintain all electronic systems as agreed with the HR Officer  
· Grading new and vacant posts taking responsibility for ensuring swift turnaround times.
· Provide feedback to departments on grading outcomes, guiding and instructing on the further development of job descriptions as necessary, informing the Reward Manager and HR Business Partner of developments and trends as they develop
· Analyse re-grading applications taking responsibility for ensuring swift turnaround times
· Contribute and participate in Gradings Meetings, sharing best practice and feeding back to the UAS HR Team when necessary.

General: 
· Undertake reviews of specific areas of the agreed protocols relevant to your area of work and to identify and implement improvements to office procedures 
and processes as agreed. 
· Provide administration support for the development of personnel policy and practice and provide project work support to the HR Team Leader and HR Business Partners, where required
· Any other duties as requested, commensurate with the grade of the post.

Selection criteria 
· Previous relevant experience of working in a busy office environment.

· Excellent IT skills including word processing, mail merge, database entry and retrieval, use of e-mail and internet and manipulation of simple spreadsheets. Training in specific packages (e.g. Access, Web software etc) will be provided but candidates must be confident and competent in using IT.

· Excellent organisational skills and the ability to use initiative to prioritise a busy workload and meet deadlines, while maintaining a high degree of accuracy and attention to detail.

· The ability to carry out research and to provide practical solutions and recommendations to the section.

· Excellent communication skills, both oral and written.

· The ability to build effective working relationships with both immediate colleagues and line managers and to work successfully within a team.

· The ability to handle confidential material appropriately.

· Interest in the field of Personnel/HR.
Desirable selection criteria
· Experience of working in a personnel/recruitment environment.

· CPP or part CIPD qualification.

· Relevant IT qualification (e.g. ECDL, CLAIT, IBT2).

About the University of Oxford 
Welcome to the University of Oxford. We aim to lead the world in research and education for the benefit of society both in the UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners across the world to stimulate high-quality research and enable innovation through a broad range of social, policy and economic impacts.
We believe our strengths lie both in empowering individuals and teams to address fundamental questions of global significance, while providing all our staff with a welcoming and inclusive workplace that enables everyone to develop and do their best work. Recognising that diversity is our strength, vital for innovation and creativity, we aspire to build a truly diverse community which values and respects every individual’s unique contribution.

While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. Oxford is one of Europe's most entrepreneurial universities. Income from external research contracts in 2014/15 exceeded £522.9m and we rank first in the UK for university spin-outs, with more than 130 companies created to date. We are also recognised as leaders in support for social enterprise.

Join us and you will find a unique, democratic and international community, a great range of staff benefits and access to a vibrant array of cultural activities in the beautiful city of Oxford.  

For more information please visit www.ox.ac.uk/about/organisation  
University Administration and Services 

University Administration and Services (UAS) is the collective term for the central administrative departments of the University. UAS comprises structures to: 

· support the University’s core academic purposes of teaching, learning and research; 

· ensure the University can meet the requirements of government, funding bodies and other external agencies; and 

· facilitate the attainment of the objectives set out in the University’s Strategic Plan.

The offices of the UAS sections are spread across the city centre, with the main University Offices located in Wellington Square. 

For more information please visit: http://www.admin.ox.ac.uk/
Personnel Services

Personnel Services is part of the University Administration and Services (UAS). Personnel functions, such as recruitment, handling grievances or disciplinary cases, and rewarding merit are generally devolved to departments. Personnel Services is responsible for: (1) the provision of specialist personnel advice and assistance to divisions, departments, and faculties throughout the University, through a business partner approach; (2) the operation of central level and University-wide personnel systems (including employee relations with recognised staff representatives
, grading, promotion, and salary systems); and (3) the strategic development of university personnel policy for all staff. 

The Personnel Services web site (http://www.admin.ox.ac.uk/ps/) contains information on the University’s Human Resources Strategy, our reward structure (‘National Framework Agreement’), and detailed personnel policies and procedures. Most of its content is freely available and candidates may wish to look at the site for further information about our personnel policies and practices. 

Under the leadership of the Head of Personnel Services, Personnel Services works to an HR business partner model. There are five personnel teams supporting the main university divisions:  

· Mathematical, Physical and Life Sciences Division (MPLS)

· Medical Sciences Division, and Continuing Education

· Social Sciences Division

· Humanities Division and Academic Services and University Collections (ASUC, i.e. museums, libraries and Computing Services)

· University Administration and Services 
Each team is headed by a Senior HR Business Partner (‘team leader’). Individual casework is overseen and co-ordinated by the Case Manager, who is a senior, experienced HR manager, who works closely with the University's employment law adviser.

In addition, the Head of Employment Relations and Policy and his team provide support on employment relations with the recognised unions, policy development, and reward. 

Personnel Services is part of Personnel and Related Services: together with the Equality and Diversity Unit, Childcare Services, the Occupational Health Service, the Safety Office and the University Club, the division provides support across a range of HR matters. Personnel Services also has close links with the Oxford Learning Institute, which leads staff development.
How to apply

Before submitting an application, you may find it helpful to read the ‘Tips on applying for a job at the University of Oxford’ document, at www.ox.ac.uk/about/jobs/supportandtechnical/.

If you would like to apply, click on the Apply Now button on the ‘Job Details’ page and follow the on-screen instructions to register as a new user or log-in if you have applied previously. Please provide details of two referees and indicate whether we can contact them now.   
You will also be required to upload a CV and a Supporting Evidence form which explains how you meet the selection criteria for the post. The Supporting Evidence form should explain your relevant experience which may have been gained in employment, education, or you may have taken time away from these activities in order to raise a family, care for a dependant, or travel for example.  
Your application will be judged solely on the basis of how you demonstrate that that you meet the selection criteria outlined above and we are happy to consider evidence of transferable skills or experience which you may have gained outside the context of paid employment or education. 

Please note that if you do not upload a completed Supporting Evidence form, we will be unable to consider your application for this role.
Please upload all documents as PDF files with your name and the document type in the filename.  

All applications must be received by midday on the closing date stated in the online advertisement.
Information for priority candidates
A priority candidate is a University employee who is seeking redeployment because they have been advised that they are at risk of redundancy, or on grounds of ill-health/disability. Priority candidates are issued with a redeployment letter by their employing departments.

If you are a priority candidate, please ensure that you attach your redeployment letter to your application (or email it to the contact address on the advert if the application form used for the vacancy does not allow attachments) 

Should you experience any difficulties using the online application system, please email recruitment.support@admin.ox.ac.uk. Further help and support is available from www.ox.ac.uk/about_the_university/jobs/support/. To return to the online application at any stage, please go to: www.recruit.ox.ac.uk.

Please note that you will be notified of the progress of your application by automatic emails from our e-recruitment system. Please check your spam/junk mail regularly to ensure that you receive all emails. 

Important information for candidates

Pre-employment screening

Please note that the appointment of the successful candidate will be subject to standard pre-employment screening, as applicable to the post. This will include right-to-work, proof of identity and references. We advise all applicants to read the candidate notes on the University’s pre-employment screening procedures, found at:  

www.ox.ac.uk/about/jobs/preemploymentscreening/. 

The University’s policy on retirement
The University operates an employer justified retirement age for all academic and academic-related posts (grade 6 and above), for which the retirement date is the 30 September immediately preceding the 68th birthday. The justification for this is explained at: www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revaim/.

For existing employees any employment beyond the retirement age is subject to approval through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revproc/
There is no normal or fixed age at which support staff in posts at grades 1–5 have to retire. Support staff may retire once they reach the minimum pension age stipulated in the Rules of the pension scheme to which they belong. 

Equality of Opportunity

Entry into employment with the University and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job will be the primary consideration. No applicant or member of staff shall be discriminated against because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.
Benefits of working at the University

Training and Development

A range of training and development opportunities are available at the University. Further details can be found at www.ox.ac.uk/staff/working_at_oxford/training_development/index.html.

For research staff only: Support for Research Staff 

There is a particularly wide range of support for career development for research staff. Please visit: www.ox.ac.uk/research/support-researchers to find out more.
Pensions

The University offers generous occupational pension schemes for eligible staff members. Further details can be found at www.admin.ox.ac.uk/finance/epp/pensions/pensionspolicy/. 

Information for international staff (or those relocating from another part of the UK)
A wealth of information is available on the University's International Staff website for staff who are relocating to Oxford from abroad, at www.admin.ox.ac.uk/personnel/staffinfo/international/.

The University of Oxford Newcomers' Club 

The Newcomers' Club is aimed at helping partners of newly-arrived visiting scholars, graduate students and academic members of the University to settle in and to meet people in Oxford.
Transport schemes

The University offers a range of travel schemes and public transport travel discounts to staff. Full details are available at www.admin.ox.ac.uk/estates/ourservices/travel/.
University Club and University Sports Facilities

The University Club provides social, sporting and hospitality facilities. It incorporates a Club bar, a cafe and sporting facilities, including a gym. See www.club.ox.ac.uk for all further details.
University staff can use the University Sports Centre at discounted rates, and have the chance to join sports clubs. Please visit www.sport.ox.ac.uk/oxford-university-sports-facilities.
Childcare and Childcare Vouchers

The University offers quality childcare provision services at affordable prices to its employees. For full details about the services offered, please visit www.admin.ox.ac.uk/childcare/. NB: Due to the high demand for the University’s nursery places there is a long waiting list.
The University also offers nursery fee payment schemes to eligible staff as an opportunity to save tax and national insurance on childcare costs. Please visit www.admin.ox.ac.uk/childcare. 

Disabled staff

The University is committed to supporting members of staff with a disability or long-term health condition and has a dedicated Staff Disability Advisor. Please visit www.admin.ox.ac.uk/eop/disab/staff for further details.
BUPA - Eduhealth

Bupa Eduhealth Essentials private medical insurance offers special rates for University of Oxford staff and their families www.eduhealth.co.uk/mini-site/.

All other benefits

For other benefits, such as free entry to colleges, the Botanic Gardens and staff discounts offered by third party companies, please see www.admin.ox.ac.uk/personnel/staffinfo/benefits/.
     � The University recognises for collective bargaining purposes the University and Colleges Union (UCU), UNISON, and Unite (formerly Amicus).
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