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Role    HR Administrator 

Reports to  HR Officer 

Hours   37.5 hours/week over 5 days  

Location   Central Bristol.  Occasional travel to London and wider UK 

Salary  £19,323 - £25,425 
 

Key purpose of role 
 
 

To deliver the day-to-day transactional HR processes for the charity and support the HR Officer and 
Chief Operating Officer to deliver effective and efficient HR support services to SafeLives.  
 
This is a key role in embedding and supporting our values and behaviours and helping SafeLives build 
a culture that consistently reflects our values. As the first point of contact for all day-to-day HR queries 
and matters, the postholder will be expected to respond in line with and support staff and managers to 
fulfil our values of Rigour, Bravery and Humanity.   
   

Responsibilities 
 

1. Oversee the smooth running of HR administration and operational processes.   
2. Be the first point of contact for all employee related queries from staff and managers, 

responding to process and standard HR queries and escalating complex queries to the HR 
officer and/or COO as and when appropriate. 

3. To be responsible for overseeing the coordination and administration of the recruitment 
process including advice to managers on media, advertising vacancies, coordinating the 
application and selection process and delivering the administration of the offer – starter - 
induction processes. 

4. To be responsible for coordination, administration and as appropriate, delivery of staff 
induction including maintaining the staff handbook. 

5. Provide coordination and administration of HR processes and be responsible for the 
ongoing administration of the PeopleHR database - including updating and managing 
PeopleHR, preparing employment documentation and maintaining physical and online files 
and resources. 

6. To support the delivery of the L&D and performance management programmes, in 
particular coordinating the booking and advertising of all internal learning opportunities; 
administering the booking of external courses; coordinate probation and induction 
milestone reminders and support the annual appraisal process. 

7. Produce management information and reports as required from People HR or other 
sources. 

8. Support the ongoing review of policies and procedures, updating and circulating revised 
documents as required and measuring and ensuring compliance. 

9. Support the HR Officer and/or COO with the coordination and administration of formal 
process meetings such as consultation or performance management and support other HR 
programmes as required. 

10. Ensure SafeLives obtains full value for money when booking services such as recruitment 
advertising, L&D opportunities, etc.  

11. Any other duties, commensurate with the general level of the role and as directed by the 
line manager or SafeLives. 

 
 

Knowledge and Experience 
1. HR administration experience (essential  for external candidates – desirable for internal 

candidates with the proviso they are committed to undertaking the relevant CIPD development) 
2. Experience of providing HR advice and support (as above – essential  for externals only) 
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3. Basic  understanding of employment law and HR  best practice 
4. Experience of managing a HRIS system or other online database 
5. Experience of confidently dealing with range of sensitive and complex matters with internal and 

external stakeholders. 
6. A calm, organised and logical approach to work. 

 

Key Skills 
1. CIPD Level 3 desirable or commitment to work towards CIPD Level 3 
2. Excellent project and time management skills including the ability to prioritise work and meet 

tight deadlines without constant supervision. 
3. Excellent interpersonal and communication skills both verbal and written with all level of staff 

and managers. 
4. Self-starter with the ability to use their initiative and judgement in dealing with staff and outside 

contacts without direct supervision. 
5. Proven ability to maintain confidentiality and be discreet at all times. 
6. Adaptable to change and able to support the ongoing development of the HR function 
7. Excellent Microsoft Office skills 
8. Excellent attention to detail and accuracy. 
 
 

 

 
 
 
 
 

  


