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Job Description

Role: 		HR Administrator
Salary: 	£24,570 and excellent benefits
Hours: 		35 hours (Monday – Friday 9am – 4pm)
Location: 	Bootle (Office-Based)

Be the Difference. Support Change. Transform Lives.
Are you passionate about making a real impact in people’s lives? Do you believe everyone deserves a safe place to live and the support to thrive?
At Excel Housing Solutions, we’re looking for a HR Administrator to join our dedicated and compassionate team. This rewarding role is a fantastic opportunity for someone who is passionate about people, enjoys working in a fast-paced environment, is resilient and wants to play a vital role in supporting the day-to-day operations of a dynamic HR department. You’ll be working and supporting staff who are closely supporting vulnerable adults and families, often those at risk of homelessness, to provide person-centred, practical, and empowering support that leads to lasting change.

Key Responsibilities
· Maintain and update employee records.
· Assist with the recruitment process including scheduling interviews, preparing onboarding documentation and facilitating inductions.
· Support the HR team in administering employee benefits and documents including contracts and HR policies.
· Ensure compliance with employment legislation and internal policies.
· Provide administrative support for training sessions, performance reviews, and probationary meetings. 
· Respond to HR-related queries from staff and escalate where necessary.
· Support payroll preparation by providing relevant employee data.
· Assist with HR meetings, including taking notes and preparing documentation, under guidance from our HR Manager.

Champion Collaboration
· Work together with external agencies to gauge fresh ideas and perspectives and enhance learning.
· Represent Excel Housing Solutions with professionalism and pride, building trust with everyone you encounter.
· Share knowledge and ideas with your team to continuously improve how we work.

Why Excel Housing Solutions?
· Meaningful Work: Every day, you’ll change lives for the better.
· Supportive Team: You’ll be surrounded by passionate colleagues who care deeply about what they do.
· Training & Development: From trauma-informed practice to safeguarding, we’ll support your growth.
· Values-Driven Culture: Respect, integrity, and empathy are at the heart of everything we do.

Who We’re Looking For
You don’t need to tick every box, but we’re looking for someone who is:
· A natural people-person, able to build rapport and trust quickly
· Calm under pressure and solution-focused in challenging situations
· Organised and reliable, with strong attention to detail
· Committed to equality, inclusion, and treating everyone with respect
· Confident using IT systems for recording and communication
· Committed to ongoing professional development
· At least 1 years HR experience is essential for this role and a willingness to undertake continuous professional development. 
· 


Ready to Join Us?
If you’re looking for a role where your work really matters and you want to be part of a team that values empathy, resilience, and action, we’d love to hear from you.
Together, we can help people find hope, rebuild confidence, and move forward into a brighter future.

Please note: This post is subject to an Enhanced Disclosure and Barring Service (DBS) check.
The role involves regulated activity and is therefore exempt from the Rehabilitation of Offenders Act 1974. All convictions, cautions, reprimands, and final warnings (including those considered 'spent') must be disclosed unless they are ‘protected’ under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended).
A criminal record will not necessarily be a bar to employment. We are committed to safeguarding and promoting the welfare of vulnerable people and expect all staff and volunteers to share this commitment.
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