
 

Job Title Human Resources and 
Office Co-Ordinator 

Reports To Human Resources Manager or designee  

Department Human Resources   Location Southampton and site locations globally 

 

Role Profile:  

Proactively supporting all administrative activities as part of the Human Resources Team to ensure the full remit 

of HR activities are co-ordinated and administered to a high standard.  Lead on the implementation and 

management of processes and best practice, to support the business in achieving its goals.  Support a wide range 

of stakeholders taking ownership and accountability for completing tasks to the highest standards.  

 

Role Responsibilities:  

 With guidance and support co-ordinate the recruitment process, advertising any vacancies internally 

and externally, recording and updating recruitment reports and providing analysis for the Senior 

Management Team.  

 Lead in the completion of monthly and weekly payroll administration, instructing all changes including 

new starters and leavers, ensuring data is entered and maintained in the relevant systems.  

 Prepare all contractual documentation ensuring offer letters and contracts are issued accurately and 

promptly, maintain accurate records of all new starter data that is returned ensuring all necessary 

checks are made and references are obtained.  

 Deliver Company Induction and support in the delivery of other relevant training events.  

 Maintain and where required create HR lifecycle processes including probationary and long service 

awards, supporting managers by ensuring all necessary reminders and letters are sent out and queries 

are regularly followed up.  

 Proactively lead on other administrative tasks linked to the employee life cycle including setting up 

employment files, archiving and letter writing.  

 Act as the first point of contact for all general HR queries, filtering them as appropriate to ensure they 

are resolved quickly.  Track and collate data as required.  

 Undertake all exit interviews, collating and presenting data.  Proactively support the gathering of 

employee engagement data, contributing any suggestions of business improvement.  

 Support and where required lead on all processes and documentation associated to flexible working, 

maternity and paternity requests.  

 Support the HR Manager with other initiatives including taking minutes of formal meetings.  

 Working as part of the wider administration function support reception as required, handling 

switchboard, manging in coming post and greeting visitors.  

 Under the guidance of Senior Management undertake other administrative duties including diary 

management, travel planning and document writing including reports and letters.  

 Promote and maintain Health and Safety across the business.  

 Complete any other ad-hoc tasks as directed by your line manager or designee.  

 

Required knowledge, skills and abilities:  

 Strong understanding of employment, data protection and other relevant legislation. 

 Excellent planning, time management and prioritisation skills. 



 Working knowledge of HR systems, processes and best practice.   

 Effective communication skills and an ability to influence others in a variety of situations.    

 Results and detail-orientated approach to work delivery and output.  

 

Minimum required education and experience:  

 College level education and a minimum of 2 years’ experience working in HR Team; or equivalent 

combination of education, training and experience.  

 


