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	People Administrator  Role Profile

	Reports To
	People Administration team leader
	Level
	Administrator

	Operating Model
	KEEP — Workforce Stability and People Risk
	Coverage
	All services




Role Purpose
The People Administrator delivers accurate, timely, and compliant people operations administration across the full employee lifecycle, from onboarding and contracts through to changes, leave management, and exit. The role is the engine room of the People Operations function, ensuring colleagues, managers, and the wider organisation can rely on correct information, well-maintained systems, and a responsive administration service.
Reporting to the People Administration Lead, the People Administrator works across all services, supporting the consistent application of people processes and maintaining the data integrity that underpins effective workforce management across the organisation.
Outcomes (12–18 Months)
Success is demonstrated by measurable improvement in:
1. Data accuracy: People system records are complete, current, and reliable - managers and the business can act on the information they hold.
1. Timeliness: Administration actions - contracts, letters, system updates, payroll inputs are completed within agreed SLAs with no avoidable delays.
1. Colleague experience: New starters, leavers, and colleagues going through changes receive clear, timely, and accurate communications throughout.
1. Compliance: Employee records and documentation meet legal, regulatory, and audit requirements across all services at all times.
1. Process consistency: People administration is carried out to the same standard across all services, with no gaps, duplication, or inconsistency.
1. Payroll accuracy: People-related payroll inputs are submitted correctly and on time, with errors identified and resolved before they reach colleagues.
Core Accountabilities
Onboarding Administration
1. Issue offer letters, contracts of employment, and new starter information accurately within set timelines.
1. Set up new starter records on the People system, ensuring all mandatory fields are complete before day one.
1. Coordinate with the Colleague Experience team to ensure pre-employment verification is complete and before a start date is confirmed.
1. Complete new starter payroll inputs and ensure first-month pay is processed correctly.
Contracts, Letters & Employment Changes
1. Draft and issue contractual documentation for all employment changes, including promotions, pay reviews, hours changes, location changes, and role amendments.
1. Ensure all changes are accurately reflected on the People system and payroll within agreed timelines.
1. Maintain accurate and up-to-date records of all contractual variations, ensuring the correct version of each colleague's terms is always held on file.
1. Liaise with managers and the People Administration Lead to ensure changes are authorised before documentation is issued.
HR System & Data Management
1. Maintain accurate colleague records on the People system across all stages of the employee lifecycle.
1. Carry out regular data quality checks to identify and resolve gaps, errors, or inconsistencies in system records.
1. Process all system transactions promptly including starters, leavers, role changes, absence records, and reporting line updates.
1. Support the production of people, administration, data and MI as required by the People Administration Lead and wider People team.
1. Ensure all data is managed in line with GDPR and the organisation's data protection policies.
Absence & Leave Administration
1. Administer all types of leave including annual leave, sickness absence, maternity, paternity, adoption, and flexible working requests in line with policy and employment law.
1. Maintain accurate absence records and flag patterns or concerns to the People Administration Lead.
1. Issue the relevant documentation for each type of leave promptly and correctly.
1. Ensure payroll implications of absence and leave are communicated and processed accurately.
Payroll Administration
1. Collate and submit all people-related payroll changes by the agreed monthly cut-off including new starters, leavers, salary changes, and absence adjustments.
1. Liaise with the payroll team to resolve queries and ensure accuracy before payroll is processed.
1. Support colleagues in resolving pay-related queries, escalating to the People Administration Lead or Payroll.
Leaver Administration
1. Process leavers accurately and promptly including issuing resignation acknowledgements, calculating final pay, and completing leaver actions on the People system.
1. Ensure all leaver documentation is produced and issued within agreed timelines.
1. Support the exit process as required.
General People Administration
1. Respond to colleague and manager queries on people administration matters promptly and professionally, escalating where required.
1. Support the People Administration Lead with ad-hoc projects, process improvements, and administrative tasks.
1. Maintain well-organised, compliant, and up-to-date personnel files as per document retention requirements.
1. Produce standard letters, reports, and documents to support the wider People and Recruitment function.
Required Experience
1. Previous experience in a people or administration role ideally within a multi-site or complex organisation.
1. Confident user of People systems and data management tools - able to maintain accurate records and produce reports.
1. Working knowledge of employment contracts, people processes, and the employee lifecycle.
1. Able to manage a varied and time-sensitive workload with strong attention to detail.
1. Clear written communicator - able to draft accurate, professional correspondence and documentation.
1. Comfortable working across multiple services and adapting to different operational contexts.
1. Understanding of GDPR and the importance of data accuracy, confidentiality, and document management.
Behaviours
1. Accurate and thorough - takes pride in getting the detail right first time, every time.
1. Organised and dependable - colleagues and managers can rely on timely, correct administration.
1. Discreet and professional - handles sensitive information with appropriate care and confidentiality.
1. Responsive and service-focused — treats every query as important and take ownership to follow through to resolution.
1. Collaborative - works effectively with the People team, recruitment, payroll, and operational managers across all services.
1. Continuously improving - looks for ways to do things more efficiently and flags process gaps to the People Administration Lead.

Page 1 of 1
Doc Type:		Updated: 
Location:		Review Date:
image1.png
COMPAS

Coutmunily

Transforming lives with
integrity, courage and care.




