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Job title: HR Administrator
Accountable to:  HR Manager
Responsible for: 	No direct reports

Works with: 	All SWT line managers
	SWT employees and workers 
	SWT Trustees 
	The Wildlife Trusts (TWT) strategic HR lead	

[bookmark: Objective_of_the_job]Overview
[bookmark: Key_results_expected][bookmark: _Int_FtvOpbrF]Shropshire Wildlife Trust (SWT) has a vision of a thriving natural world, where Shropshire's wildlife and natural habitats play a valued role in addressing the climate and ecological emergencies, and people are inspired and empowered to take action for nature. We combine projects across Shropshire (including Telford & Wrekin) with advocacy and campaigning to restore nature and to engage people. We manage over 40 nature reserves and have more than 50 staff, 300 volunteers, and over 9000 members. SWT is an autonomous charity, but we are increasingly working collectively, as part of The Wildlife Trusts (TWT), to ensure that our local actions have a national impact and help to address global issues.
We value passion, respect, trust, integrity, strength in diversity, and pragmatic activism. Whilst we are passionate in promoting our aims, we are not judgmental and are inclusive. We want our people to be as diverse as nature, so we particularly encourage applications from people who are underrepresented within our sector, including people from minority backgrounds and people with disabilities. We are committed to creating a movement that recognises and truly values individual differences and identities.  
As a Disability Confident employer, we are committed to offering an interview to anyone with a disability that meets all the essential criteria for the post. Please let us know if you require any adjustments to make our recruitment process more accessible.
Objective of the job
The Trust has grown significantly in recent years, with a strong leadership team and organisation structure that will enable us to get the best possible outcomes for nature and the Shropshire community. Our HR strategy focusses on engagement; manager coaching; employee development and the broadening of wellbeing programmes across the Trust.  We are also exploring opportunities to and to align ways of working with TWT nationally. 
Based at our offices in Shrewsbury, this newly created role will be responsible for the administration of day-to-day people activities and processes, ensuring work is completed accurately, efficiently and in line with policies and procedures.  The role will support the entire employee lifecycle, from recruitment & selection, onboarding, training & development, DBS checks to file management and leaver administration. 
We are looking for an energetic and empathetic HR professional who can join the team and help us on our journey towards a thriving natural world.  
You will always uphold strict confidentiality and discretion, demonstrate a proactive attitude and remain flexible by supporting other areas of administration as required. You will have exceptional attention to detail and the ability to multitask, responding positively to a wide ranging to do list!

Key results expected
1. Strong relationships with key stakeholders, including Trustees, leaders and peers at TWT.
2. All employees and workers can receive impartial and confidential advice from HR. 
3. Work with the HR Manager to ensure that HR policies reflect current legislation and best practice and align as far as possible with TWT; HR processes are clear, simple, and consistent. 
4. Recruitment and induction processes are in line with best practice and help us to attract and retain the best and most diverse workforce.
5. All staff are supported in their continuous personal development (CPD) so that they can pursue a successful career in line with The Wildlife Trusts Strategy 2030. 
6. CEO and Chair are supported with Trustee recruitment and induction, and with the planning and coordination of key meetings.
[bookmark: Key_tasks]Key tasks (not exhaustive)
1. Get to know all SWT teams, understand their roles and how they operate. 
2. Establish an effective working relationship with HR counterparts leads in TWT and other Wildlife Trusts to share best practice. 
3. Advise managers on HR policies and processes to ensure compliance.
4. Provide timely HR administrative support throughout the entire employment lifecycle from issuing job offers, preemployment checks such as references and right to work, as well as processing leavers. 
5. Assist with the maintenance and retention of staff records including personal information, training and DBS to ensure data is managed in accordance with GDPR.
6. Add new starters to relevant ICT systems (Breathe, Wildnet, O365 and Teams) and remove leavers.
7. Coordinate recruitment activity by liaising with our recruitment partner, sharing job advertisements and organising job applications to ensure recruiting managers and candidates are supported throughout the process.
8. Monitor appraisal status to ensure that all staff participate in an annual appraisal, with clear feedback, focused objectives, and agreed actions for personal and professional development aspirations.  Raise any concerns with HRM. 
9. Responsibility for general administrative duties in support of various HR processes relating to (but not restricted to) joiners, leavers, flexible working, family related leave, fixed term contracts etc.  
10. Maintain and monitor key HR metrics and provide a commentary on items such as training, sickness absence, EDI and staff turnover.
11. Collate leaver interview feedback and summarise key findings to HRM. 
12. Issue employee engagement surveys as required by HRM. 
13. Notify SWT finance of all starters and leavers and any changes to salary or work pattern in time for monthly payroll.  
14. Calculate leave entitlements; monitor leave and TOIL usage and raise any concerns promptly with line managers or HRM. 
15. Arrange training courses and DBS checks as required for staff and volunteers and ensure that the results are recorded.
16. Maintain knowledge of HR legislation, including any proposed changes that will affect the organisation.
17. Contribute to the continuous improvement of HR systems and practices in partnership with the HR Manager and leadership team.

Key tasks – Governance 
1. Support the CEO and Chair in Trustee recruitment and induction. 
2. Schedule Trustee, staff, SLT and other key meetings and assist the CEO and Chair in collating and dispatching papers and agendas.
3. Attend a small number of meetings during the evening or weekends, serving as minute taker where required.

For the organisation to work effectively, you may be required to assist with other areas of work and therefore, you should be prepared to undertake other duties appropriate to the post, and any other reasonable duties required.
While delivering this role, the postholder will need to work with due regard to Health and Safety, the General Data Protection Regulations, the Fundraising Code of Practice, Safeguarding and other policies and procedures.  
All staff are expected to support and manage volunteers in the course of their duties and maintain and uphold the good reputation of the Trust.
[bookmark: Core_skills]Core skills & qualifications
Essential skills include: 
· GCSE passes in Maths & English with good written English.
· CIPD qualified to Level 3, with demonstrable experience of HR administration and policy advice.
· A good understanding of HR legislation and experience in applying policies / procedures.
· Discretion and a consistent but empathetic approach to individual concerns and aspirations.
· The ability to build and maintain strong working relationships across an organisation.
· The ability to effectively and confidently communicate complex ideas and information to a range of audiences. 
· Very strong administrative skills.
· Excellent organisational skills, able to manage priorities and meet deadlines whilst ensuring meticulous attention to detail.
· Ability to work independently, using own initiative for process improvements to deliver a professional service.
· Excellent IT skills with a high proficiency in including Word, Excel, PowerPoint and email.
· Good written communication, able to produce clear, accurate and inclusive materials.
Desirable skills include: 
· Experience supporting managers with recruitment and line management
· Knowledge of BreatheHR, MS365 and Teams including the admin portal, 
· CIPD level 5 or equivalent 
· Understanding of DBS checks and safeguarding principles
· Experience in delivering presentations to a range of audiences
· Qualified Mental Health First Aider

[bookmark: _Excellent_oral_and_written_communicati]



Terms of Employment

	Salary:
	£31098 - £31841 FTE, £18659 - £19105 (0.6 Prorata for 21 hours per week)

	Hours:
	Part Time, 0.6 FTE, 21 hours per week. Evening and weekend work may be required from time to time. Paid overtime is not available, but time off in lieu of hours worked will be given.
The post holder will be required to work on a Monday and Thursday. The third day can be agreed at appointment. 

	Pre employment checks:
	The post does not require a DBS (Disclosure Barring Service) check.  The successful applicant will     need to provide proof of right to work in the UK and qualifications, presented at interview.

	Probation:
	4 months

	Contract
	Permanent

	Holidays:
	A full-time member of staff has 25 working days per annum in addition to normal public holidays. An additional day is added for each year’s service up to a maximum total of 30 days holiday.  Entitlements are prorated for part time contracts. 

	Pension:
	After three months the employee will be eligible to join the Trust’s group personal pension scheme and if they pay a minimum of 3% of salary the Trust will contribute 7% of salary to this scheme.

	Notice Period:
	During your probationary period, the period of notice for termination of   your employment will be one week on either side. After successful completion of your probationary period the minimum period of notice is one month.

	Place of Work:
	Abbey Foregate, Shrewsbury

	Home working
	The Trust is committed to building a diverse workforce and has an Agile Working policy which will allow colleagues to work in a flexible manner.

	Travel:
	Pool vehicles are not normally available. If travelling for work, you are required to have insurance to cover business use and a mileage allowance of 55p per mile will be payable from home or office as appropriate. If you use a pedal cycle, you may claim a mileage allowance of 20p per mile.

	Training:
	The Trust is fully committed to personal development and training. Employees have an annual appraisal and regular progress meetings.

	Closing date:
	7 August 2026

	Interview dates:
	Interviews: 27 August 2026
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