Role Profile  

	Job Title: 
	HR Service Hub Assistant 
	Rank/Grade: 
	Band B  

	District/Department: 
	HR and Learning 
	Location: 
	Carbrook – Force HQ 


 
	Shift worker: 
	No 
 
	Smarter ways of working category:  
	Hybrid 


 
	Designated Powers: 
	No 
 
	Psychological Health Screening Required: 
	No 
 


 
	Special Requirements: 
	No 
  
	Vetting Clearance Level:   
	MV


 
	Role Purpose: 
	The HR Service Hub Assistant supports the HR function by providing administrative and transactional support delivering a high-quality, flexible and resilient service to our stakeholders. 
You will provide both advice and transactional activities including:
· HR Advice 
· Onboarding
· Moves and Transfers 
· Correspondence
· HR transactional process
· Management of employee records 
Working alongside the other areas of specialism within the HR team and externally Districts and Departments where required.


 
	Main Duties and Responsibilities: (maximum 12 - 14 bullet points) 

	People Strategy 
Contributes to the delivery of the HR strategy by providing a flexible, customer focussed and professional support service. 
Customer Service 
· Provide advice to line managers, police officers, staff and volunteers in relation to HR Policy, Process, Moves and Transfers and Recruitment
· Takes ownership and personal responsibility to resolve enquiries raised by customers in a timely manner, liaising with colleagues across HR where necessary
· Undertakes a broad range of administrative duties to support HR processes
· Escalates enquiries to the HR Hub Team leader | Manager where a resolution cannot be identified
· Work flexibly, reviewing own workload and priorities ensuring that queries that may impact on police officer or police staff pay and operational need are completed in accordance with deadlines and raise as a risk to the HR Hub Team Leader |Manager where these cannot be met
· Responsible for producing ID and warrant cards for officers and staff 
· Process pre- employment checks for candidates including vetting, medical screening, references and bio metrics 

Data Management 
· Take ownership of data quality and integrity of information when inputting, amending and extracting information from Oracle Cloud and other relevant systems
· Manages personal data appropriately and in accordance with GDPR, with responsibility for reporting any potential data breach to information compliance
· Ensure ongoing validation and cleansing of data within Oracle Cloud and other relevant systems
· Inputs data to support delivery of an effective duties system
Stakeholder Engagement 
· Working collaboratively across HR and Learning, as well as other key stakeholder inc. Finance/Payroll, Pensions, OHU, Recruitment, Vetting, Strategic Workforce Planning, HR Advisors, taking direction from your Team Leader to prioritise the workload

You may also be required to carry out duties appropriate to your grade and work at various locations within South Yorkshire Police. 


	Competency and Values Framework Levels 

	Please navigate to the below link for the College of Policing guide on the Competency and Values Framework. This provides a definition of the values and essential behaviours for each required competency level. 
https://www.college.police.uk/career-learning/competency-and-values-framework   

	CVF Level  
Level 1 – Practitioner 
Level 2 – Supervisor/Middle Manager 
Level 3 – Senior Manager/Executive 

	We are emotionally aware	 
	Level 1 

	We take ownership	 
	Level 1 

	We collaborate	 
	Level 1 

	We deliver and inspire	 
	Level 1 

	We analyse critically	 
	Level 1 

	We are innovative and open-minded	 
	Level 1 


 
	Experience, Skills & Training required for the role 

	Entry Criteria (Essential)  

	Previous experience working in HR 

	Proficient in the use of Microsoft Office packages e.g word, excel, teams, power point etc 

	Demonstrates good organisational and communication skills 

	Can evidence a good understanding of and/or has previous experience in customer service 

	Has an understanding of data and analytics and the importance of accuracy and timeliness 

	Entry Criteria (Desirable)  

	CIPD Level 3 qualified and associate member 

	Basic knowledge of relevant employment law  

	Experience of working with Oracle systems 
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South Yorkshire Police is totally committed to the principles of equality and diversity, and we welcome applications from all sections of the community. All appointments will be made on merit and flexible working options will be considered. 

 

