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JOB DESCRIPTION

Job Title:         HR and Recruitment Administrator
Employer: 	Citizens Advice Coventry
Salary: 	£25,878 pro rata per annum
Hours: 	25 hours per week  
Contract:	FTC / Temporary Cover for 1 month (Extension TBC)
Reports to: 	Business Systems Manager

Main Job Purpose

The role will support the Senior Management Team by handling day-to-day tasks, preparing documents, and ensuring efficient coordination of meetings, reporting, and communication systems.

Key Responsibilities
Systems & Administration
· Support the administration of organisational systems including reporting, telephony, email/IT applications, HR records, and data storage.
· Assist in gathering data and producing reports for funders and management.
· Maintain accurate records and ensure efficient filing/storage of key documents.
· Provide administrative support during HR meetings and recruitment processes.
· Assist with the policy review process, preparing documentation as required.
Premises & Supplier Support
· Support the management of supplier contracts and office premises administration.
· Assist with health & safety processes, ensuring compliance across the organisation.
· Communications & Marketing
· Provide support for marketing and social media activities.
· Assist with updates and basic maintenance of the website. 
This job description is an outline only and the post holder will be expected to carry out other reasonable duties commensurate with the role.

Person specification:

Essential Criteria 
1. An understanding and keen interest in the work, aims, principles and values of the Coventry Citizens Advice service.  
2. Proven experience in an administrative or HR support role. 
3. Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint). 
4. Strong attention to detail and organizational skills. 
5. Adaptability and willingness to learn new tools and technologies. 
6. Strong communication skills, both written and verbal. 
7. Ability to work independently and collaboratively within a team. 
8. Proactive and adaptable, with the ability to manage multiple tasks simultaneously. 
 
Desirable but not essential criteria 
1. Knowledge and understanding of the advice and guidance sector. 
2. Basic understanding of HTML, CSS, and web design principles. 
3. Familiarity with content management systems (CMS) such as WordPress.
4. Some interest in governance, risk management and compliance.
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