


TOUCHSTONE - JOB DESCRIPTION

PEOPLE AND CULTURE ADMINISTRATOR

Grade: 	Touchstone Pay Structure (2024) points* 07-11, starting at £25,839.84 pa/pro rata (pay award pending)
Hours:			22.5 hours per week 
Responsible to: 	Central Operations Coordinator
Employing body:	Touchstone 
Location:		Office Based, Touchstone House, Leeds

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

You will be required on occasions to work outside normal office hours. The post holder may be required to work at other Touchstone sites, in line with organisational need.

PURPOSE OF THE JOB
To provide administrative support to the staff and management of Touchstone, including identifying, developing, and maintaining administrative, training and HR systems, collating and producing data for reporting purposes, and servicing committee and HR meetings. Dealing with queries from service users and other stakeholders and taking appropriate action. 

To support all aspects of efficient and successful administration for Touchstone processes. To support the day-to-day running of the office including reception duties. To ensure that the reception office is covered during office hours, and that the health and safety of the office is maintained to a high standard. 

The post holder will be part of the People and Culture and Admin Teams and will be required to carry out administration duties to contribute to the effective operation of the organisation. 

HR ADMININSTRATION TASKS
1. To support the recruitment, selection, and interview process, including supporting Managers in the preparation of adverts, placing job adverts, and responding to queries, preparing, and ensuring the quality of recruitment information. Managing the recruitment inbox, receiving, filing and anonymising applications. Preparing shortlisting and interview packs in a timely manner. Producing relevant letters in line with recruitment, selection and interview processes ensuring compliance with employment law and Touchstone procedure.

2. To support carrying out employee checks including DBS, right to work, references and any other appropriate checks as required.

3. To develop and maintain the annual training and induction programmes for staff and managers. Liaising with internal and external trainers, booking training rooms, and adding sessions to the training system.

4. Regularly updating and circulating training booklets with revised capacity and new / amended training sessions. Promoting training org wide weekly to ensure at least 50% bookings. Where this is not achieved sessions to be rescheduled in a timely manner.

5. Send attendance lists and any pre session materials to trainers and attendees, updating the training tracker, sending feedback links to attendees and non-attendance to managers in a timely manner.

6. To update and manage Touchstone’s online training systems (Learning and development system, iHASCO and Sharp IT), adding and removing users, providing management reporting.

7. To identify and develop improvements and efficiencies to training systems and processes. Providing regular updates at training meetings and suggest where improvements can be made.

8. To provide annual recruitment and training monitoring for Board reporting, as well as suggestions for general improvements and best practice.

CENTRAL SERVICES ADMINISTRATION TASKS

1. Content management and development of the internal Intranet on SharePoint, liaising with Service Managers and the Comms Officer.

2. Provide support to the Manager on Call system, including maintaining relevant databases, and liaising with Managers as needed. Ensuring the calendar rota is uptodate.

3. Coordinate the annual service user survey. Circulating the survey link and promoting services to ensure best return rates possible. Managing the TEAMS channel to ensure regular communications relating to the service user survey. Export and collate service user survey responses quarterly for service and preparing annual data for analysis to be reported to Board and for quality and performance monitoring.

4. To service and minute organisational meetings, Board and committee meetings, and confidential HR meetings. Including booking of rooms, preparing refreshments, preparation of papers, and acting upon any follow up actions.  Meetings may take place within and outside normal office hours.

5. Monitoring and ordering of stock and consumables; collating stock requirements from other sites to ensure economies of scale. Including ordering staff ID cards. 

6. Carry out reception duties, including taking calls, advising, and signposting as appropriate, and passing on messages in a timely manner. Effectively communicating with internal and external stakeholders, and dealing with a range of queries, acting as first point of contact for visitors, dealing with enquiries

7. To support health and safety at Touchstone House ensuring first aid boxes are and fire evacuation bags are stocked, and suitable signage is in place. To assist Managers in maintaining health and safety procedures and carrying out specific tasks e.g. fire bell test, completing records. Liaising with estates suppliers for building checks and arranging engineer call outs as required. 

8. To support the maintenance of the computer and office equipment, e.g. arrange engineer callouts.  

9. To assist with producing promotional materials and supporting organisational events e.g. organisational staff away days.

10. To be responsible for administering the relevant email inboxes in relation to recruitment, training and office management and taken action as appropriate including directing emails to colleagues as required.

11. To be responsible for developing and maintaining HR and admin systems for reporting, monitoring and operational purposes, ensuring information is accurate, up-to-date and compliant with organisational standards.

GENERAL

1. To work at all times as part of a team.  This includes working with other staff (who may be employed by different organisations), attending team and staff meetings, and developing a teamwork approach to all aspects of the organisation's work.

2. To work outside normal office hours in accordance with service/organisational need.

3. To be inducted, supervised, performance managed and appraised in line with the organisation’s performance management policies and procedures.

4. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills, and awareness.

5. To provide monitoring information and reports as part of funding and organisational requirements and for the Board of Trustees as requested by Touchstone management.

6. To participate in the further development of the service and organisation in conjunction with the People and Culture and Admin Teams as requested.

7. To be aware of and employ the general practices of Touchstones health and safety policy and ensure these are adhered to at all times.

8. To implement the Organisation’s policies, procedures and practices and, to comply with the aims of Touchstone at all times; to be committed to and implement Touchstone’s Equal Opportunities Policy and to promote this with staff.

9. To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 

10. To be aware of and employ the general practices of Touchstone’s Safeguarding, Risk Management and Health and Safety policies and ensure these are adhered to at all times. 

11. To comply with Data Protection, Health & Safety, Complaints Handling and Corporate Governance requirements.

12. To undertake any other duties as directed by your Line Manager in line with the responsibilities of this post.
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