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Job Description  
[bookmark: _Hlk52302570]People Systems and Volunteer Services Administrator

1. Job Purpose
The Payroll, People Systems and Volunteer Services Administrator provides high‑quality administrative support across the organisation, with a primary focus on volunteer administration. The role also supports staff onboarding, people systems and payroll processes at key points in the payroll cycle.

2. Key Tasks

Operational 

People Systems and Volunteer Services

· To understand and administer all processes used for the recruitment, onboarding, offboarding and contract changes of volunteers/staff across all teams working in North Yorkshire Hospice Care.

· To ensure that staff and volunteers have the appropriate safer recruitment checks including references, DBS checks and role descriptions.

· To ensure People records are consistently and accurately maintained on Beacon/HealthboxHR.

· Maintain the volunteer files managing the confidential destruction of records in line with the organisational policy and Data Protection Legislation. 

· To support the Volunteer Workplan and to contribute to departmental projects by completing tasks, as requested.

· To process driver checks for staff and volunteers. 


Payroll Administration – at key payroll dates
· To support the end-to-end payroll process, ensuring accuracy, and timeliness, 

· Assist with pension administration.

· Monitor and respond to payroll inbox queries as allocated, directing queries appropriately 

· Maintain monthly payroll documentation and ensure all pay‑related information in HealthboxHR is correct and up‑to‑date.


Strategic 
· N/A
Regulatory
· To work within the boundaries of organisational policy and employment law
· To ensure data privacy and maintain information in a secure manner.

Logistics 

· N/A

The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.

Key results/objectives/measures of success

1. To stringently follow our onboarding, contract changes and leavers processes for staff and volunteers.
1. To ensure people systems and processes are streamlined and effective.
1. To work with a high degree of accuracy and attention to detail. 
1. To ensure payroll administration is processed accurately and within required deadlines.

Overarching responsibilities

· To embed the values of the organisation into your working practices evidencing this regularly and ensuring this remains a priority.

· To live out our values, which drive all that we do, in the context of your everyday work following our behaviour framework.

· To work in accordance, and fully comply, with our organisational policies and procedures.

· To carry out all duties in accordance with the law, , regulations, organisational frameworks, recognised professional guidelines and the have a commitment to FREDIE, integration and collective decision making.

Throughout your time with us we will conduct ongoing employment checks and performance reviews relevant to your role, for example professional registration checks, DBS, appraisals and regular contact meetings.

4. Terms and Conditions

Reports to:		Payroll and Staff Systems Controller 

Responsible for:	None

Hours:			30 hours 

Location:		North Yorkshire Hospice Care sites



5. Person Specification


	What is required? 
	Is it essential or desirable? 
Essential = E
Desirable = D
	How is it assessed? 
Application = A
Interview = I
Task/Assessment = T

	Education/Qualifications

	1. Good General Education
	E
	A

	Experience 

	1. Demonstrable experience of Human Resources, Volunteer Services or Payroll procedures.
	D
	A I

	2, Experience of working in an administrative department/role
	E
	A

	[bookmark: _Hlk138432098]3. Experience of using different types of software including databases, payroll platforms  and information systems
	E
	A I

	Knowledge/Skills 

	1. An understanding of the HR function and how it supports an organisation
	D
	A I

	2. Strong IT skills. Confident in the use of Word and Excel.
	E
	A I

	3. Awareness of GDPR and the need for confidentiality
	E
	I

	4. Good written communication skills
	E
	A I

	5. Numerate and able to deal with calculations and analysis of numerical data.
	E
	I

	6. Good verbal communication and interpersonal skills
	E
	I

	7. Good organising and prioritising skills
	E
	I

	8. Able to plan work and deal with varying priorities 
	E
	I

	9. Able to work to deadlines 
	E
	I

	10. Ability to learn quickly and adapt to changes 
	E
	I

	11. Understanding of volunteering 
	D
	A I

	Personal Attributes

	1. Tact and diplomacy in dealing with a variety of situations 
	E
	I

	2. Ability to work with a high degree of accuracy and attention to detail.
	E
	A I

	3. Flexible in attitude to work, and undertaking of role 
	E
	I

	4. Full understanding of and strong commitment to confidentiality 
	E
	I

	5. Good collaborative team working skills
	E
	I

	6. To be resilient and to have the ability to balance priorities.
	E
	I

	7. Promote and sustain a responsible attitude towards diversity and inclusion within North Yorkshire Hospice Care
	E
	I

	7.Demonstrate a commitment to North Yorkshire Hospice Care’s aims and objectives through its core values and behaviours
	E
	I
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