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	Job Title
	People Support Team (PST) Administrator

Fixed term 10 month maternity contract from October 2026.

	Responsible to
	People Support Team Lead

	Responsible for
	
Giving great people service to our organisation and all people related administration, processes and legal compliance.





	Our Values
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 We believe in each other
We learn together to be our best
We spark imagination
Respect is our
starting point







	Role Purpose

	     
As a People Support Team Administrator you will work to support our homes and the central support office with all queries and administration related to onboarding and the whole employee life cycle. You will report into the People Support Team Lead and be responsible for providing an exceptional people service to our organisation.

The purpose of this role is act as the first port of call to employees and external contacts for all people related queries. As a priority, People Support Team Administrators will handle the majority of employee documentation, including offer letters, onboarding paperwork, references, DBS checks and contracts. A good understanding and knowledge of onboarding processes and HR administration is essential for this role to help ensure the People team follows legal requirements and best practice especially relating to right to work, DBS and CQC requirements.
You will also have the opportunity to shape, protect and nurture our culture, adopting a ‘do what’s never been done’ approach and supporting our vision of people achieving their extraordinary each and every day.

About You

You will love giving brilliant customer service and making a difference to our new colleagues in the onboarding process, our managers and teams. Detail and accuracy will be important to you and you will have experience of achieving this in a fast pace environment. 

You will be an excellent team player and a fast learner. You will be organised, enjoy working with people and have some knowledge of HR processes, particularly in relation to onboarding. 

As People Support Team Administrator, you work to support our homes with all onboarding and HR administrative queries across the full employee lifecycle, with a particular focus on onboarding. 

Main Responsibilities

Onboarding 

· Carry out all the administrative processes in the onboarding of new colleagues. You will work closely with colleagues in the Recruitment team who will pass over candidates to you in this role at the point of offer. 
· Undertake all necessary employment checks including DBS, right to work, qualifications, medical checks and references. Liaise with People Partners, Managers and Recruitment if issues with any of these checks.
· Create the employee file and put all relevant employee detail on to Cascade ensure this is complaint.  
· Set up the new colleague on Cascade, our HR system. Ensure they are given instructions and access to the system. 
· Be the main point of contact alongside the line managers for the candidates in the onboarding process up to and on start date. Ensure they receive a great service on joining SeeAbility.
· Liaise with Line Manager’s to ensure they are aware of their responsibility in the induction process.
· Administer the probation process based on information received from Managers. Confirm completion of probationary period in writing as required.
· Ensure recruitment bonuses are paid in line with the Refer a friend scheme.
· Keep candidate information up to date on shared trackers regarding the onboarding process.  


People systems and Reporting
· Ensure Cascade accurately reflects current staff conditions and details. This includes inputting starters and working with the Senior PST Administrator to process leavers, contractual amendments, change of details and absence.
· Work with the People Support Team to complete system updates when needed, such as data cleanses or when processes change to ensure all data is correct on the HR system. 
· Support with queries relating to the HR system, Cascade. 

Advice and Guidance
· Provide day to day advice to Line Managers and Employees on onboarding and HR administration related queries, escalating more complex issues to the Senior People Support Team Administrator, People Support Team Lead or People Partner for the area of the organisation.
· Assist People Partners with notetaking in formal meetings.

Leaver Administration
· Respond to reference requests for current or ex-members of staff.
· Ensure resignations are acknowledged in a timely manner, the Line Manager is aware of the process and any outstanding annual leave is calculated in accordance with the employee’s terms and conditions.
· Ensure leavers are processed in a timeline manner in relation to the payroll deadline. 

Admin
· Ensure electronic based personnel files are maintained, and filing/archiving is completed in a timely manner.
· Work with the wider People Support Team to complete file audits, ensuring all required documents are on file to meet compliance requirements in relation to CQC guidance and right to work legislation. 
· Carry out general administration tasks for the People team 
· Work across multiple shared inboxes including the Onboarding inbox, Reference inbox and People  support team inbox.
· Contribute to maintaining up to date guidance for all People Administration duties.


	Person Specification

	
	Knowledge & Experience
	· Knowledge of HR administrations processes, particularly onboarding and background checks (eg: references, DBS)
· Some knowledge of employment law, particularly relating to recruitment or right to work documentation. 
· Provent experience of handling HR administration.
· Knowledge of CQC requirements in relation to recruitment or experience in care organiastions would be an advantage but is not essential. 

	Personal Qualities
	· Very well organised with the ability to ensure records are accurately maintained.
· Strong attention to detail. 
· Clear communicator with an open, friendly and welcoming approach to candidates and colleagues.
· Computer literate with experience of using Microsoft Word, Outlook and comfortable using HR systems. 

	Other
	· Able to travel to visit homes and attend in person meetings approximately once per quarter.     
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Live. Love. Thrive. Belong.




