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Role profile
	Role Title
	People Coordinator (Advisory)

	Business Division
	People Team, Cormac

	Grade
	COR8

	Report to (role title)
	Senior Advisor (s)

	Version
	v1 

	Job Code
	000632

	
If you would like this information in another format please contact:
Cormac Head Office
Scorrier


Email: recruitment@



	Financial
	Direct financial accountability:  	£0
Indirect financial accountability:	£0

	People Management 
	Number of direct reports:  	0
Number of indirect reports:	0

	Working Conditions 
	☒No unusual hazards (less than 20% of the time)  ☐Minimum precautions required (more than 20% of the time)
☐Some precautions required (more than 50% of the time)  ☐Precautions required (more than 75% of the time)

	Physical Activity
	☒Minimal				☐Light
☐Moderate				☐Heavy

	Work Demands (tick all that apply)
	☒Work to deadlines			☒Frequently changing
☒Managing conflicting priorities	☐Not normally interrupted or subject to change

	Work Context
	☒No/minimal risk to personal safety	☐Potential risk to personal safety
☐Moderate risk to personal safety          	☐Substantial risk to personal safety



	
Role Purpose


	
About the role

Reporting into Senior Advisors, you will be responsible for providing an efficient and compliant administrative support to the People Team.

You will be the first point of contact in the Cormac People Team (Advisory), providing efficient and effective support to employees and managers.  

Partnering with wider People Team to drive a comprehensive and holistic service offering.


	
What you'll be doing
What you'll be doing
As People Coordinator, your main accountabilities will be as follows:

· Providing administrative support and assistance to the Senior Advisors
· Preparing information, letters, documentation and booking of meetings and training
· Supporting the HRBP and Senior HR Advisors in the delivery of the People plan
· Provide low level guidance and advice to the business that is consistent and fair across people management decisions and actions aligned with Cormac’s values, policies, and procedures
· Act as a first line of enquiry for colleagues across the business, including dealing with queries on Policies, Payroll, Pensions, Benefits, Annual Leave, Deductions etc, signposting to the Group HR Operations Team as required
· Ensure customer expectations are managed effectively through timely and effective communication
· Managing data entry to the People case advice log
· Undertake employee relation case administration and tracking including collation and production of documents to support formal meetings
· Note taking and transcribing meetings for meetings for the team as required ensuring an accurate reflection of the meeting
· Coordinating first line response and low level advice for attendance management reviews
· Coordinating first line response and low level advice for settling in (probation) 
· Undertaking exit interviews with leavers before their end date, analysing information and escalating to the Senior Advisors when appropriate 
· Be part of the Job evaluation process and panel
· Maintenance and development of people pages on the intranet 
· Maintenance and development of the people team filing system 
· Maintenance and development of the employee relations letter template bank
· Working with the wider People Team on projects including TUPE’s, restructures, and other People projects
· Working with the wider People Team, support the recruitment, onboarding, induction, offboarding processes to ensure a positive employee journey
· Working with the wider People Team, support the Learning and Development processes to ensure a positive employee journey
· Auditing and ongoing upkeep of the HRIS records and personnel files, in conjunction with the Group HR Operations Team
· Support the Senior Advisors with a collection of documentation for ET3 responses. Liaising with colleagues to ensure that statements and documentation is provided within the required time frame
· Build effective working relationships with colleagues at all levels, providing advice and guidance on a range of People policies and People related issues to support understanding and ensure effective communication of good People practice
· Be responsible for your own continuing self-development, undertaking training as required
· Other duties may reasonably be required, in line with your main duties

You will be responsible for accurate data processing (in accordance with Data Protection – GDPR) including:

· Maintaining People case advice log
· Producing People data reports
· Capturing and producing data that identifies People trends


	How you’ll be doing it
Making Safety First
· This is about ensuring safety is at the forefront of everything we do and embedded throughout the business.
· Ensure clarity of instruction and briefing of required safe standards for every job.
· Lead from the front in demonstrating safe working practices and never ‘walking-by’.
· Supports team, ensuring all work equipment and PPE is available before work commences
· Being open to alternative suggestions on safe working and encourages open communication with team and management.

Collaborative
· Working with wider teams and clients to deliver success
· Valuing a team approach to projects and challenges within your role
· Using group resources effectively to produce results
· Be an effective communicator at all times

Innovative
· Seeking opportunities to improve process and embracing new ideas and technology with positive change in mind
· Challenging practices where progress is limited

Positive
· Remain optimistic in the face of change and drive forward to support growth and success
· Demonstrate a commitment to the group objectives and vision and take actions accordingly

Focus on Excellence/Commitment to Quality
· Deliver value and service to customers, both internally and externally 
· Ensure quality underpins approach, methods and results
· Stay up to date with best practice and align your approach accordingly
· Take a strategic approach towards your work, ensuring it delivers value to the group as well as our customers
· Consistently deliver results to a high standard
· Ensure safety is at the centre or your operational approach

Trust
· Build brand reputation by honouring agreements, appropriately managing expectations and being open and honest in all interactions
· Value the knowledge and experience of your teams in delivering a great service
· Empower your teams to succeed and be empowered to make a positive influence within the group


	
Qualifications and Experience
The following qualifications and experience are essential:
· Previous experience of working in a HR Team
· Educated to level 3 in CIPD/ business and administration or equivalent experience
· Ability to demonstrate a proficient knowledge of employment law, GDPR and best practice in the area of HR
· Experience in providing low level guidance and advice in line with policies, procedures and employment law
· Strong administrative skills
· Experience in note taking at ER hearings or other similar formal meetings
· Significant experience of prioritising workloads, being proactive and able to problem solve and meet deadlines
· Ability to maintain confidentiality and handle sensitive information
· Detailed knowledge of computerised systems, including advanced Excel, Word, Outlook, Sharepoint, Teams, HR systems
· Well-developed people skills - especially communication and team working
· Willingness to learn and try new things – with out of the box thinking and problem solving
· Excellent organisational skills and attention to detail
· Approachable and flexible
The following qualifications and experience are desirable:
· Educated to level 5 in CIPD
· Knowledge and experience in development and use of Sharepoint 


	Other requirements
	

	Full Valid driving licence
	YES

	The duties of the role involve travel on a regular basis. It is a condition of employment that the role holder can exercise satisfactory travel mobility in order to fulfil the obligations of the role. For those journeys where an alternative form of transport is unavailable or impracticable the role holder will be required to provide a suitable vehicle.
	YES

	This role has been identified by the organisation as safety critical
	NO

	This post is subject to overtime (where approved/appropriate)
	NO

	This post is subject to the Company’s Flexitime Scheme
	NO

	This post is subject to a criminal records disclosure check
	NO

	This is a politically restricted post
	NO

	[bookmark: _Hlk81375930]Approving Manager
	Serena Rose, Sarah Banbury, Senior HR Advisors

	Approving Business Divisional Head
	Teleri Kemp, HR Business Partner

	Approving Director
	Dominic Bostock, Managing Director

	Date
	5 June 2024
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