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Rep Job Profile

	Job Title:
	HR Co-Ordinator
	Department:
	People

	Contract Type:
	Permanent
	Salary (Grade):
	£29,852 to £31,758 p/annum (Officer 3-4) depending on experience

	Hours:
	39 hours per week (full-time)
	Reports to:
	HR Manager

	Role Summary

	You’ll provide administrative and first-line advisory support across the employee lifecycle.  This role plays a vital part in ensuring the smooth delivery of HR processes, including recruitment, onboarding, performance management, development, and offboarding. The successful candidate will act as a key point of contact for employees and managers, maintaining accurate records, supporting HR initiatives, and helping to foster a positive and efficient workplace culture.


	Main Responsibilities

	· First line HR advisory support to line managers with regards to HR policies, processes, systems and best practice
· Maintain accurate employee records, contracts, and documentation in line with GDPR and theatre policies.
· Leading recruitment including; candidate liaison, advertising, interview co-ordination and candidate tracking.
· Support with onboarding and off boarding processes and associated administration, including delivery of organisational inductions.
· Ensure accurate and timely HR documentation, including contracts, changes, and compliance records.
· Maintain the integrity of our HR systems and contribute to data reporting and analysis.
· Track and support probation periods, contract renewals, performance and absence monitoring.
· Accurately monitor and coordinate and monthly payroll amendments and additions.
·  Occasionally support as appropriate at first stage formal and informal discussions including investigations, grievances, conduct and absence management.
· Administrative support with regards to policy production, HR projects and engagement initiatives.
· Administrative and monitoring support of the Rep’s L&D activities.
· Be a positive advocate of the People Team and the Rep.
· Organisational and preparation support for board meetings.

The duties and responsibilities set out should not be regarded as exclusive or exhaustive. Post-holder may be required to undertake other reasonably determined responsibilities appropriate to the level of the role.


	Accountabilities

	You will be responsible for…

	· Providing professional HR guidance and support to managers, in line with our policies, employment legislation, and best practice, escalating as required.
· Produce and maintain up to date and compliant HR documentation and records ensuring HR records are compliant.
· Deliver an efficient and positive employee lifecycle experience, responding to Stakeholders accurately and in timely manner whilst ensuring processes reflect organisational values.
· Effective operation and continuous improvement of HR systems, data, and reporting processes.
· Proactively monitoring key people processes and escalating issues as required.
· Contribute to a culture of continuous learning, accountability, and employee engagement.
· Be a positive ambassador for the People Team and organisation.
· Maintaining own knowledge of up-to-date HR legislation and best practice.


	Person Specification

	You must have…

	· CIPD Level 3 qualified (or working towards)
· Previous HR administration experience, ideally in a creative or fast-paced sector
· Strong organisational skills and attention to detail
· Excellent communication and interpersonal abilities
· Comfortable handling confidential information with discretion
· High level of proficiency with regards to Excel, and Microsoft Office, presentational modules e.g. Canva, Adobe.
· Strong working knowledge of HR systems and reporting analytics.

If you do not demonstrate that you meet these minimum criteria, you may not be shortlisted.

	It’d be great if you had…

	· Experience in theatre, arts, or entertainment sectors
· Familiarity with union agreements 
· Experience of working with complex and diverse contractual arrangements.
· Evidence of supporting the build of new HR systems
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