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POLICING PROFESSIONAL PROFILE
RECRUITMENT ADMINISTRATOR

	North Wales Police - Other Role Specific Criteria
(Insert details from HR system as appropriate for vacancy)

	NWP Job Ref. No.
	SUP1861

	Grade/Rank
	Grade 4

	Responsible to
	Recruitment Supervisor

	Functional Area
	Corporate Services
	Business Area/Department
	Recruits

	College of Policing Job Family
	Business Support
	Agile Classification
	Hybrid

	If applicable, Job Evaluation Ref. No.
	

	Post Vetting requirements
	Recruitment Vetting

	Minimum Welsh Language Requirements

	Spoken Welsh 
	NWP SL2 - You are able to give and ask for personal details and basic information and respond to simple requests in Welsh
	Written Welsh
	NWP WL2 - you are able to use basic Welsh phrases in a message
	Core Capability Requirements

	☒	Not Applicable
	☐	CC4 – Evaluate Information

	☐	CC1 – Sitting
	☐	CC5 – Restraint & Retention

	☐	CC2 – Running/Walking
	☐	CC6 – Understand/Retain/Explain

	☐	CC3 – Decisions/Reporting
	☐	CC7 – Full Shifts/CADRE



	Role Purpose
(This section summarises the key function of the role)

	
To provide administrative support to the relevant functions within the Shared Service Facility (SSF).



	Key Accountabilities
(This section details the key accountabilities required of the role)

	
1. To carry out the transactional administrative elements of the Recruitment, Human Resources (HR), Training and related processes in a timely and accurate manner.

2. To maintain and update the IT systems and records relevant to the Shared Services Facility (SSF).

3. To administer, maintain and review the personal records of all applicants, employees ensuring information is updated and accurate.

4. Ensure all relevant records are updated, maintained & secure, complying with obligations under relevant legislation and organisational policy and highlight any discrepancies. 

5. Take responsibility for the relevant templates and documentation for an area of process defined by the Team Leader. Ensure they are regularly reviewed and updated in line with recommendations.

6. Monitor to ensure relevant documentation provided to Line Managers, applicants and employees is completed and retained in line with Force policies.

7. Administer and ensure the accuracy of Shared Services Facility information on the intranet updating with basic guidance where required.

8. Provide helpdesk support for the self-service function.

9. To deal with internal and external general enquiries efficiently and effectively and direct individuals to the relevant documentation if appropriate e.g. policies, procedures.

10. Assess and escalate any enquiries to the relevant level if required.

11. Ensure queries and requests from customers are responded to efficiently, accurately and in accordance with the North Wales Police (NWP) policy and procedural framework and agreed service standards.

12. Take part in promoting career opportunities at events and provide support at other NWP events. 

13. Be the primary contact for members of the public regarding recruitment queries and participate on interview panels at the appropriate level. 

14. To assist with co-ordinating the induction of staff and updating relevant records.

15. To take responsibility for confirming the approval of a candidate to attend a course and to co-ordinate attendance at the requested course.

16. To co-ordinate appointments, meetings and events and ensure attendance of relevant personnel.

17.  To attend and participate in Shared Services Facility meetings as directed. 

18. To maintain and run various HR, Training and related reports in order to support the work of the Support Officers and Business Partners.

19. To provide general administrative support as directed by the HR Training & Support Officer.

20. To prepare, collate and distribute documents as required.

21. To provide administrative assistance on ad hoc projects as directed.

22. To contribute and give feedback on business processes and the ongoing review thereof.

23. To ensure performance monitoring information is collected and collated.

24. To support the effective implementation of SSF quality standards, Service Level Agreement and Key Performance Indicators. 

25. In conjunction with the Supervisor/Team Leader, be pro-active in developing own skills and abilities within the Shared Services Facility in accordance with the requirements for the role and associated development plan, in order to become an effective team member.

26. To comply with North Wales Police Policies on Staff Development, Diversity & Fairness, Health & Safety, Data Protection and Information Security and in accordance with Force Guidance documents and protocols.

27. Any other duties as directed by a Supervisory Officer commensurate with the post and salary grading.







	Behaviours
(Outlines the behavioural requirements of the role)

	All roles are expected to know, understand and act within the ethics and values of the Police Service.

The Competency and Values Framework (CVF) has six competencies that are clustered into three groups.  Under each competency are three levels that show what behaviours will look like in practice.

It is suggested that this role should be operating or working towards the following levels:

	Resolute, Compassionate and Committed

	We are emotionally aware
	Level 1
	We take ownership
	Level 1
	Inclusive, Enabling and Visionary Leadership

	We are collaborative
	Level 1
	We deliver, support and inspire
	Level 1
	Intelligent, Creative and Informed Policing

	We analyse critically
	Level 1
	We are innovative and open-minded
	Level 1


	Education, Qualifications, Skills and Experience
(Outlines the skills and educational and qualification requirements to be able to fulfil the role, this criteria should be considered as part of an individual’s PDR)

	
1. NVQ Level 3 or equivalent level of qualification in a relevant subject area e.g. Recruitment, Business Administration, Customer Service, or be able to evidence an equivalent and relevant amount of experience.

2. Working knowledge of HR or data input systems.

3. Previous experience of co-ordinating appointments and meetings.

4. Possess and be able to evidence excellent communication and customer service skills, with experience of dealing with people at all levels, internally and externally.

5. Proficient in Microsoft office

6. Previous experience of providing general administrative support within an organisation.

7. Be able to work as part of a team or independently using own initiative.

8. Excellent organisational skills with the ability to prioritise work and meet deadlines, responding positively under pressure.

9. Evidence of the ability to pay close attention to detail. 


DESIRABLE:

10. A minimum of 12 months recruitment experience in an organisation managing large volume campaigns is desirable but not essential.

11. Working knowledge of applicant tracking and HR systems and be familiar with sourcing avenues is desirable but not essential.






NOTES:

1. This Job Description and Person Specification IS NOT a statement of all the detailed procedures and conditions applicable to the post holder.  Therefore, there will always be instructions in addition to those outlined that meet the work demands and natural evolvement of the Department/Division at any particular time.

2. Any of the detailed duties and responsibilities may also vary in accordance with point 1 above without changing the character or level of responsibility the post entails.

3. The Chief Constable reserves the right to transfer the post holder to any other location within the North Wales Police area following consultation with the Staff Side in accordance with Force Policy applicable at the time.





	Continuing Professional Development (CPD)
(Outlines possible continuing professional development activities which will enable the individual to maintain and enhance competence in the role, refer also to College of Policing PD Framework)

	WELSH:

The level of Welsh skill required for this position: 
  
Verbal
Level 3	Converse partly in Welsh




	Professional Registration/Licences
(Outlines any ongoing registration or licencing requirements of the role)

	



	Links to other profiles
(Indicates links to NPoCC role profiles, or other professional profiles which should be read in conjunction with this professional profile, please note this may not be exhaustive)

	



	 Hours of Duty 

	
Monday - Friday



	Reviews & Version Control

	Version No.
	Effective Date
	Reviewed By
(Full Name)
	Ratification by Diversity & Date
Only when the following sections have been updated:  Education, Qualifications, Skills & Experience

	1.0
	27/06/2019	Janet Hewitt
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