
 

 

HR and Office Coordinator- Person Specification- September 2026 

Criteria Essential Desirable 

Education & 
Qualifications 

Good standard of general education, 
including GCSE (or equivalent) English and 
Mathematics.  

CIPD Level 3 qualification or working 
towards.  

  

Health & Safety qualification (e.g. IOSH 
Managing Safely) or willingness to 
undertake training.  

Experience 

Experience of providing administrative 
support within an HR, recruitment, office 
management or business support 
environment. 

Experience of working as the sole HR or 
office support lead within a small 
organisation. 

 

Experience of maintaining confidential 
records and handling sensitive information 
appropriately.  

Experience of using SafeHR or a similar 
HR information system to maintain 
employee records, monitor 
absence/leave and produce reports.  

 

Experience of coordinating recruitment and 
onboarding processes, including 
advertising vacancies, arranging interviews, 
administering pre-employment checks and 
maintaining associated records. 

Experience of safer recruitment 
processes and DBS administration.  

 

Experience of providing first-line guidance 
on policies and procedures.  

Experience of facilities, office or 
premises management.  

 

Experience of maintaining accurate 
records and producing reports or 
management information to support 
organisational monitoring and compliance. 

Experience within the charity, social 
care, education or public sector. 

 

Experience of administering pre-
employment checks, such as references, 
right-to-work checks, DBS checks or 
similar compliance processes. 

Experience of supporting health and 
safety administration, including risk 
assessments, incident records, training 
records or policy review. 

 

Experience of maintaining records, filing 
systems or archiving arrangements in line 
with confidentiality, retention and data 
protection requirements. 
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Knowledge 
Knowledge of HR administration processes 
across the employee lifecycle. 

Knowledge of employment law and HR 
best practice appropriate to a 
coordinator role. 

 

Understanding of GDPR, confidentiality 
and information management principles.  

Knowledge of safeguarding and safer 
recruitment requirements.  

 

Understanding of equality, diversity and 
inclusion principles in recruitment and 
employment practices. 

Knowledge of health and safety 
responsibilities within an office 
environment.  

  

Experience of supporting organisational 
data protection compliance, including 
responding to routine information 
governance queries and escalating 
complex matters where appropriate. 

Skills & 
Abilities 

Excellent organisational skills with the 
ability to manage competing priorities and 
deadlines.  

Ability to analyse workforce information 
and identify trends.  

 

Strong administrative skills with excellent 
attention to detail and accuracy.  

Experience of reviewing or improving 
administrative processes.  

 

Strong written and verbal communication 
skills.   

 

Ability to build positive working 
relationships with colleagues, managers, 
candidates and external providers.  

 

 

Competent user of Microsoft 365 
applications and databases/HR systems.   

 

Ability to maintain accurate HR data, 
produce reports and management 
information, and use workforce data to 
support organisational monitoring and 
compliance. 

 

Personal 
Attributes 

Professional, approachable and positive 
commitment to adoption.  

 

Discreet and trustworthy, with the ability to 
maintain confidentiality at all times. 
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Commitment to safeguarding, equality, 
diversity and inclusion.   

 

Flexible, proactive and willing to take 
ownership of tasks and projects.  

Additional Requirement 

The postholder must be able to demonstrate an understanding of appropriate professional boundaries, 
providing first-line HR guidance and policy support while recognising when specialist advice is required 
and escalating complex employee relations, employment law or organisational risk matters to external 
HR advisers and/or the Senior Management Team.  

 


