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SELECTION CRITERIA

POST:


Recruitment and Human Resources Administrator
DEPARTMENT:
Human Resources
	
	Essential Criteria
	Desirable Criteria
	How & When

	Education / Qualification


	GCSE grade C or above or equivalent in Maths and English

	Certificate in Personnel Practice
Qualification in administration or equivalent 
	Application Form 

Certificates

	Skills / Abilities


	High level of attention to detail Excellent communication skills both written and oral

Ability to manage/prioritise workload 

Excellent organisational skills

IT skills 
Excellent telephone manner

Ability to work independently


	 Minute taking  
Letter writing skills
	Application Form

Application process


	Experience


	Experience of working as an administrator

Good knowledge and experience of Excel and Word
Recruitment, encompassing a range of roles
	
	Application Form

Application process

	Knowledge


	Email/ Internet 

Familiar with the principles of database admin
	Understanding/knowledge of human resources procedures

Knowledge of payroll processes 


	Application Form

Application process

	Motivation and personal attributes


	Able to contribute towards LOROS’ values and behaviours

Commitment to delivering accurate administration

Professional manner

Team Player

Reliable

A willingness to learn and develop new skills

Personable

Maintain confidentiality

Positive approach to work

Flexible 
Self starter
Can do will do attitude 


	
	Application process
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