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Job Vacancy 

Group HR Administrator 
 

Application deadline: 14th December 2018        Hours: Full Time 
 

Reporting to:   Group HR Business Partner                  Location: Banbury 

Role overview:  

The Tibbetts Group are looking to recruit an experienced administrator with the ability to 
work in a fast paced environment and with strong organisational, planning and time 
management skills. This role will be to provide comprehensive day to day administrative 
support to the HR team and the business, as well as ensuring that core HR processes are 
delivered in an accurate and timely manner. 

Key Responsibilities: 

 To be responsible for all HR Administration relating to the employee lifecycle - new 

starters, leavers, internal changes, absence, benefits, training, appraisals, 

disciplinary documentation etc 

 Ensure we are continually legally compliant such as adhering to right to work 
checks, driving licence checks and maintaining accurate and up to date records 

 Ensure all applicable HR filing and archiving is regularly carried out in line with 
GDPR principles 

 Accurately maintain the HR & T&A system (Carval) with any changes that affect the 

HR, T&A & Payroll system (Sage) within relevant payroll timescales, such as:- 

setting up new employees on Clock in terminals and within the system, processing 

leavers, updating internal changes such as new role / salary or shift changes etc  

 Monitor the T&A system to check that employees have clocked in/out correctly and 

ensure data is accurate for the payroll run 

 Communicate all employee changes (New starters, leavers, internal changes, 

overtime, sickness etc) to Payroll each month 

 Conduct HR inductions and organise / assist with any training needs as required 

and record as required 

 Update Training matrices as appropriate when training has been completed or for 

new starters / leavers / internal changes 

 Assist HR Business Partner (HRBP) & Recruiting Managers with recruitment 

process as required i.e. arranging interviews, rejecting candidates, taking notes etc 

 Take notes in Investigatory / disciplinary meetings when required 

 Answering queries from colleagues and managers which relate to policies and 
benefits by email, phone or through face-to-face conversations, escalating to HRBP 
where necessary 

 Raising purchase orders and processing all reward-related invoices for HRBP 
signature 

 Make recommendations for changes and update the HR Policies and Tibbetts Self 

Service system (Carval) where applicable to ensure we remain legally compliant 

 Occasional travel to other Tibbetts sites as required 

 Assist the HRBP with projects and any other ad-hoc duties as required 
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Skills & Experience Required: 

 Strong previous experience of working in an administrative role 
 Proven experience of working within a HR function & good working knowledge of HR 

policies and procedures 
 CIPD Level 3 qualification would be ideal, but equivalent experience is just as 

valuable 
 Fully understands the need for professionalism and discretion at all times 
 Ability to work in a fast paced environment 
 High degree of PC literacy with a strong working knowledge of spreadsheets and 

word processing packages 
 Previous use of HR/Payroll systems essential 
 Focused on providing an excellent service to customers 
 Has a passion for organisation - planning and time management skills are essential 
 Attention to detail and accuracy is essential 
 Self-starter with ability to work on own initiative; motivated by achievement 
 Confident, resilient, with good interpersonal and communication skills, with the ability 

to interact comfortably with all levels of the business and other departments as 
necessary 

 Will adhere to the companies standards and motivated to operate to high standards 
at all times 

 Previous experience with acquisitions would be an advantage but not essential 

 

If you would like to apply, please send your CV along with a cover letter to: 

hr@tibbettsgroup.co.uk 
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