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Job Description & Person Specification

	Job title:
	HR Coordinator

	Reports to:
	Head of People

	Working hours:
	35 hours

	Salary band:
	3a

	Salary:
	£32,520.71

	Location:
	Hybrid (working from home and 2-3 days in the office, mainly based at High Holborn with the flexibility to work across six UAL central London
sites)

	Last reviewed:
	12/01/2026




JOB PURPOSE

1) Coordinate the HR function, systems, administration and processes including (but not exhaustive) recruitment, onboarding, data reporting, exit procedures, training and development
2) Ensure all HR related procedures are adhered to by all employees and adhere to relevant and up to date legislation and best practice
3) Contribute to Union wide operational planning


KEY RESPONSIBILITIES
1. Coordinate HR Administration, Systems and Processes 

· Coordinate recruitment activities, timetables, feedback and advertising, monitoring and assessing the effectiveness of our recruitment.
· Undertake central aspects of staff induction and exit procedures and monitoring effectiveness of both.
· Develop and maintain our SharePoint site with relevant documents and information
· Administer any changes to the Staff handbook and other related documents
· Implementation and maintenance of HR and related administrative systems (HRIS, Applicant Tracking System, Staff Rota System and more).
· Monitor personnel files ensuring they are up to date and contain relevant and timely information appropriate to the HR lifecycle (starters and leavers documentation for example).
· Adhere to General Data Protection Regulation
· Coordinate training and development opportunities (booking, scheduling, monitoring attendance and effectiveness)
· To help co-ordinate all administrative aspects of employee lifecycle
· Support data collection across different stages of employment and assist in creating regular reports on HR metrics.
· Monitor HR Inbox and be the first point of contact for HR related queries



2. Ensure all HR related procedures adhere to relevant and up to date legislation and best practice


· To ensure HR paperwork is kept in an efficient, timely and appropriate method ensuring good employment practice and legislation are adhered to.
· To hold up-to-date templates for all HR documents ensuring consistency across the organisation
· To exercise the highest degree of confidentiality and discretion at all times and ensure that all HR documents are filed correctly and kept confidential and secure.
· To regularly liaise and coordinate with key functions such as training providers, Health & Safety and UAL departments


3. Contribute to Union wide operational planning

· Contribute to the Union operational planning, promoting equality diversity and inclusion, staff development and wellbeing
· Contribute to the Union Learning & Development strategy
· Contribute to the Union People Strategy to ensure HR needs are considered.



General Duties:

In addition, all staff have the following general duties in their job descriptions:
· To deliver and develop targets outlined in the Union’s strategic plan. 
· To contribute and assist in the Union’s planning processes and the review of its performance and systems. 
· Contribute to the positive and professional image of the Union and not act in such a manner as to bring the Union into disrepute. 
· To observe and uphold the requirements of the Union Constitution and act at all times in accordance with policies including equality of opportunity. 
· To undertake your own administrative duties. 
· Undertake any other duties appropriate for the grade and responsibilities of the post that may from time to time be reasonably requested. 
· To take ownership of, their Induction, Personal Development, their role within Departmental Meetings and be responsible for carrying out duties with full regard to the rules, policies and procedures and conditions of service contained in the Staff Handbook, and within Departments of the Students’ Union. 
· A condition of employment is that all staff are expected to assist in key events throughout the year e.g. Fresher’s and welcome festivals and any other key event, including elections, if necessary. Staff are expected to portray a positive image, both internally and externally of the Students’ Union by displaying high standards of service, integrity, punctuality, politeness and professionalism. 
· Where you are required to work with volunteers you must support and manage them appropriately in line with the Students’ Union volunteer policy 
· Environmental consideration and environmental best practice is the 
· responsibility of all Students’ Union staff 
· Any other tasks that would be deemed suitable within this role as directed by line manager
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	CRITERIA
	COMPETENCY
	Assessment Type: Application (A), Interview (I), Task/Presentation (T/P)

	Knowledge
	

	1.1 Strong knowledge of current HR legislation and best practices.
	Job related knowledge
	A, I

	1.2. Understanding of Equal Opportunities and Diversity in the workplace.
	Job related knowledge
	A, I

	1.3. CIPD qualification (or working towards one) or relevant HR experience.
	Job related knowledge
	A, I

	1.4. Previous experience in an HR role with attention to detail and process- and system-driven requirements.
	Job related knowledge
	A, I

	
	
	

	Skills
	

	2.1. Ability to develop and maintain effective systems and administrative processes.
	Technical skills
	A ,I

	2.2. Proficient in Microsoft Excel (data entry, reporting, and basic/intermediate formulas).
	Technical skills
	T

	2.3. Strong organisational and planning skills with the ability to prioritise tasks effectively.
	Technical skills, 
Personal effectiveness
	A,T

	2.4. Ability to work collaboratively in a team and maintain strong working relationships.
	Team work,  Personal effectiveness
	A,I

	
	
	

	Behaviours
	

	3.1. Demonstrates high levels of integrity when handling confidential information.
	Personal effectiveness
	A, I


	
3.2. Maintains professionalism, flexibility, and problem-solving capability in a dynamic work environment. 

	Personal Effectiveness
	A, I


	3.3. Commitment to working in a progressive organisation with an understanding of EDI and its relevance to both student and staff experience.
	Student focused
	A, I
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