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	Job Title
	HR Assistant

	Reporting to
	Director of HR

	Location
	Hawthorns Stadium with travel to other sites as required

	Main Purpose
	To be the first point of contact for all HR queries and to provide a high level of HR support across the whole Club.

	Working Hours
	Full Time which includes evenings, weekends and bank holidays as required and in line with business needs



	DUTIES & RESPONSIBILITIES

	You will be required to provide a highly confidential, comprehensive and effective HR service where you will coordinate and administer key HR processes. You will assist in providing generalist, day-to-day HR support in relation to all HR operations in a busy and fast paced working environment. 
Your main responsibilities for this role include, but are not limited to the following: 
· Supporting the Director of HR, Senior HR Officer and HR Officer with a wide range of HR activities
· Providing effective HR Administration
· Assisting with all recruitment and retention activities in line with safer recruitment requirements, including creating and posting job adverts, screening applications, scheduling interviews 
· HR System Super User
· Processing new starters and conducting all pre-employment checks, including right to work checks and DBS and Social Media checks
· Assisting with the leavers process
· Assisting employees with benefits enrolments and queries
· Coordinating the new starter and assisting with the onboarding process
· Maintaining HR records and databases
· Updating HR documents as required
· Liaising with managers and their teams across all business functions
· Supporting with employee relations casework
· Collating HR information and data, analysing and producing reports
· Arranging and attending meetings and taking minutes as and where required
· Collating and providing payroll updates to the finance team
· Carrying out research and benchmarking
· Organising staff engagement initiatives 
· Preparing information and creating documents as required
· Supporting HR system development
· Handling queries via phone, email and in person
· Sourcing and arranging training
· Leading on project work as required
· Arranging meetings and all requirements for meetings
· Representing the HR department at meetings and working groups as required
· To contribute positively to the Clubs vision and culture
· To promote and adhere to the Equality, Diversity and Inclusion Policy and to work consistently to embed ED&I into everything.
· To ensure the working environment is free from harassment and discrimination and any other form of unacceptable behaviour.
· To fully participate in one-to-ones and departmental reviews and meetings.
· To fully participate in annual and mid-term appraisals.
· To understand the Club’s Safeguarding policy, procedures and best practice guidelines and use these to ensure appropriate and safe working practices applicable to the role.
· To promote and assist with Safeguarding.
· To carry out CPD and keep up to date with any training and updates relevant to the role.
· To ensure the health & safety within the Club for self and others is adhered to at all times.
· To carry out all responsibilities with due regard to the Club values and all policies and procedures, in particular Health & Safety, Equality and Diversity and Safeguarding.
· To undertake all required training, including mandatory Club Equality and Diversity, Safeguarding and Health and Safety training.
The duties and responsibilities described are not a comprehensive list and additional tasks may be assigned to the employee from time to time; or the scope of the job may change as necessitated by business demands.
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	Essential Criteria
	

	· Grade C or above in Maths and English (or equivalent) 
· Previous experience of working in HR
· Excellent administration skills
· Previous experience of working in a dynamic environment
· Working knowledge of HR policies and procedures
· Highly organised and methodical approach to workload
· Confidential and diplomatic
· Excellent communication skills both written and verbally
· Excellent attention to detail
· Understanding of GDPR and Data Protection
· Fully IT literate to include Microsoft Office
· Full driving license and ability to travel across all sites
· Right to Work in the UK

	Desirable Criteria

	· Level 3 CIPD or working towards
· CIPD membership
· Experience of safer recruitment processes
· Safeguarding knowledge
· EDI knowledge
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Equality and Diversity
West Bromwich Albion FC is an equal opportunities employer and is committed to provide equality and fairness for all employees and opposes all forms of unlawful and unfair discrimination and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status or pregnancy and maternity.  
Safer Recruitment
West Bromwich Albion Football Club is committed to ensuring the safety and welfare of all who we engage with and who visit our club. Whether online or in person, the club will strive to achieve its Vision and Principles through the implementation of its Safeguarding Strategy and Implementation Plan.
Creating positive and safer environments for everyone is our priority. We will work continuously to embed and sustain a safeguarding culture where everyone feels listened to, heard, responded to positively and supported in the management of any welfare issues or safeguarding concerns. This includes children, young people, parents/carers, players, those of any age with additional care and support needs, community partners, our paid and volunteer workforce and our supporters.
WBA’s Safeguarding, Equality and Whistleblowing policies can be accessed here https://www.wba.co.uk/club/about-us/club-policies 
It is unlawful for the Club to employ anyone who is involved with regulated activity who is barred from doing so and we will carry out rigorous pre-employment checks and screening.  
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An Enhanced DBS, References, Qualifications, Proof of Identity and Right Work in the UK checks will be required and carried out for this post. 


	Signed
	Name
	Date

	
	
	


[image: ]
[image: ]
[image: A person sitting on a chair

AI-generated content may be incorrect.]Job 
Description

















image1.jpeg
i IIII




image2.jpeg
WEST BROMWICH

BONDED BY BELIEF
SINCE 1878





image3.jpeg
i IIII




