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People Services Administrator 
Greater Manchester Combined Authority

Role Profile
	Job Title:
	People Services Administrator 
	Date: 
	September 2023 

	Reporting Line: 
	
	Job Level:
	Grade 4 

	Service:
	People Services 
	Business Area:
	People Service Advice Centre 




	JOB PURPOSE

	Provide a defined administrative service to a specified range of users who will need differing levels of help and advice within the People Services Directorate.



	
KEY WORKING RELATIONSHIPS

	· Team members and managers 
· Managers and staff within GMCA
· PAM – OH Provider
· Peer Supporters, Network Members and Chaplains 
· CISM Leads, Debriefers and Defusers
· Cycle Scheme & NHS Fleet 

	



	KEY RESPONSIBILITIES 

	1. Provide a defined administrative service for the Directorate for our internal and external clients, including acting as the first point of contact for the shared phone line
2. Provide administration support flexibly across the full range of the People Service directorate activities, including but not limited to:
· Facilitation and scheduling (including room booking)
· Raising purchase orders & goods receipts 
· Administration of cycle scheme & Electric car scheme 
· Communications; letters preparation, emails etc. 
· Post management 
· Filing, scanning, record keeping
· Maintenance of the stationary cupboard  
· First point of contact, telephone enquiries 
· Note taking for meetings 
· Arranging intervention appointment and recording results 
· Intranet content and maintenance (as required)  
· Data entry including iTrent updates (as required)


3. Maintain and develop effective administration processes to meet the changing demands of the organisation. 

4. Provide support for campaigns and events as planned throughout the year


5. Provide a first point of contact, proactively responding to basic people activity queries in a timely manner through various communication channels (telephone, email, letter, via a people system) and escalate where appropriate.

6. Build effective relationships with the broader HR & OD team and customers, working collaboratively across the directorate.

7. Communicate effectively to ensure all relevant customers are informed and up to date with relevant information, statuses and progress.

8. Proactively follow up actions that have not been completed and where information is required from others. 

9. Accurately prepare documentation, communications and information including letters, emails, contracts and records.

10. Maintain and store data, records and documentation appropriately and in line with the Data Protection Act. 

11. Act in accordance with the law and our values, and ensure that safety, sustainability, partnership working and inclusivity run through all activities.

	





	KNOWLEDGE AND EXPERIENCE

	Essential 

Good standard of education including numeracy and literacy, GCSE or equivalent
Experience of arranging meetings and minute taking

Desirable 
Knowledge of Organisational Systems Including Business World On, iTrent & ATS 


Essential behaviors and skills we need you to display include; 

Strong customer service skills 
Ability to work on own initiative and as part of a Team 
Highly organised with the ability to multi-task and prioritise own workload 
Ability to work to deadlines 
Flexible approach to work 
Excellent interpersonal skills 
Good oral and written communication skills 
Good telephone manner Able to demonstrate strong IT skills including Microsoft Excel, Word, Outlook and Visio 
Ability to work accurately and methodically 


Essential knowledge & experience we need you to have includes;

Providing an administration service within a busy environment 
Experience of Organisational database
Delivering against deadlines and achieving prescribed targets to a high standard 
Experience of establishing effective relationships with internal and external stakeholders 
Good knowledge of systems, policies and processes required for an administrative environment
Experience of using IT system to support procedures 




Corporate Duties - Avoid any behaviour which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
· Safeguard at all times confidentiality of information relating to staff and pensioners.
· Refrain from smoking in any areas of Service premises.
· Behave in a manner that ensures the security of property and resources.
· Abide by all relevant organisational Policies and Procedures.
Records Management/ Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.

Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
 
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols.
  
To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act. 

Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.

Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies. 

Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all employees / partners / members of the public and work colleagues with dignity and respect irrespective of their back
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