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Job Description

Post HR & Facilities Coordinator

Salary £29,669 - £30,824 (SP 18-20) Full time equivalent. Depending on skills
and experience

Hours 20 per week (Flexible)

Contract 2 years fixed term

The post is fixed term to support organisational capacity across HR,
compliance and facilities during a period of operational change and
process improvement.

Location Bristol Office (in accordance with hybrid working policy)
Primary The HR and Facilities Coordinator provides HR administration,
Purpose recruitment, safeguarding, compliance and office management

support, helping to maintain effective processes, accurate records
and a safe, compliant working environment.

Reports to Adoption Support manager and works closely with Senior
Management Team

HR Administration

e Maintain accurate and up-to-date employee records within the HR Information System
(SafeHR), ensuring all employee data, documentation, contractual changes, absence records,
annual leave and employee lifecycle information are recorded securely and in a timely manner.

e Administer employee lifecycle processes, including onboarding, probation monitoring,
contractual amendments, starters, leavers and exit interview coordination.

¢ Prepare and issue employment documentation, including contracts, offer letters and
contractual variation letters, and support payroll-related administration relating to changes in
salary, hours and job titles.

e Support managers and employees with the HRIS (SafeHR) queries, providing guidance on
system use and promoting effective utilisation of the HR system.

e Maintain accurate HR data and training records, producing reports and management
information on workforce metrics, absence, equality, diversity and inclusion, training
compliance and other organisational requirements. Providing data in reports for
SMT/Trustees/Ofsted as needed.

e Ensure compliance with GDPR and data retention requirements, including the secure
management and deletion of employee records.
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Coordinate occupational health referrals and support employee wellbeing initiatives, including
mental health and wellbeing activities.

Contribute to the continuous improvement of HR systems, processes and data quality across
the organisation.

HR Guidance and Policy Support

Provide first-line HR support and guidance to managers and employees on routine HR matters,
policies, procedures and employment processes, ensuring advice is consistent with
organisational policy and practice.

Respond to day-to-day HR queries relating to areas such as recruitment, onboarding, absence,
leave, probation, wellbeing and employment documentation.

Support managers in applying HR policies and procedures fairly and consistently, identifying
when matters require escalation.

Refer complex, sensitive or high-risk employment matters, including disciplinary, grievance,
capability, performance, redundancy, employee relations and employment law issues, to our
external HR advisory service and/or the Senior Management Team.

The post holder is expected to provide routine, first-line HR guidance only and should escalate
complex, sensitive or high-risk employment matters to the Senior Management Team and
external HR advisory service.

Recruitment

Coordinate the end-to-end recruitment process, acting as the first point of contact for
candidates and recruiting managers and ensuring all enquiries are managed professionally and
promptly.

Draft and publish job advertisements, maintain recruitment content on the organisation's
website, and support the delivery of inclusive and effective recruitment campaigns.

Manage recruitment administration, including candidate communications, interview
scheduling, onboarding activities and recruitment recordkeeping.

Produce recruitment-related reports and metrics, supporting workforce planning, salary
benchmarking and pay review activity where required.

Safeguarding and Compliance

Promote and uphold safeguarding responsibilities across all recruitment and employment
activities, supporting managers to implement safer recruitment practices in line with
organisational policies and statutory requirements.
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Coordinate and monitor all pre-employment and ongoing compliance checks, including DBS
checks, references, right-to-work verification, qualification checks and other employment
screening requirements.

Maintain oversight of the DBS administration system, ensuring checks, renewals and records
are completed in line with organisational requirements for prospective adopters and staff.

Support the review and administration of HR policies, procedures and mandatory training
requirements to ensure legal, regulatory and safeguarding compliance.

Ensure employee, recruitment and safeguarding records are maintained securely,
confidentially and in accordance with GDPR requirements.

Act as the organisation’s Data Protection Officer, providing proportionate guidance on routine
data protection matters and seeking external advice where specialist supportis required.

Office and Facilities Management

Support the day-to-day operation of the office environment, ensuring it is safe, professional,
inclusive and welcoming.

Act as the primary contact for facilities providers, manage office supplies, equipment and
resources, ensuring availability and value for money.

Coordinate room bookings and venue arrangements for meetings, training sessions, panels,
events and other organisational activities.

Oversee records management and archiving processes, including liaison with external
providers and secure document retention and destruction arrangements.

Liaise with external advisers and service providers, including HR, occupational health,
facilities, archiving and data protection support, ensuring advice is acted on appropriately and
records of key decisions are maintained.

Health & Safety

Maintain oversight of organisational health and safety arrangements, promoting a positive
health and safety culture and supporting compliance with relevant legislation and best
practice.

Coordinate the annual review of the Health & Safety Policy and maintain accurate incident,
training and compliance records.

Coordinate and monitor risk assessments, including fire, office, lone-working and event-
related assessments, ensuring appropriate actions are implemented.

Arrange health and safety training and provide induction and ongoing guidance to employees
on health and safety procedures and responsibilities.
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General

¢ Handle confidential and sensitive information with discretion, maintaining appropriate
boundaries and ensuring information is shared only with those who need to know.

o Use Microsoft 365 and relevant organisational systems confidently to maintain records,
produce reports, support process improvement and communicate effectively with colleagues
and external contacts.

e Undertake other duties commensurate with the grade and responsibilities of the role.
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