HR Assistant Role
The HR Assistant will provide administrative and case management support to the Bank Member HR Team, helping to ensure cases and queries are managed efficiently, accurately and consistently.
The role will involve managing incoming cases, supporting complaint handling, preparing correspondence and providing administrative support throughout Employee Relations processes. The postholder will be expected to demonstrate excellent organisational skills, attention to detail and professionalism when handling sensitive and confidential information.

Key Responsibilities

· Review incoming CCM tickets, identify the nature and priority of the matter and allocate cases appropriately, escalating any potential high-risk or urgent matters to a Senior HR Advisor.
· Prepare and issue acknowledgements to Client Trusts, ensuring correspondence is accurate, professional and issued promptly.
· Prepare and issue statement requests, restriction letters and other case correspondence as directed by a Senior HR Advisor.
· Take accurate notes during disciplinary hearings, investigation meetings, appeals and other formal meetings, including circulating notes and coordinating any requested amendments.
· Manage complaints, such as uniform, appearance and mobile phone concerns, from initial receipt through to conclusion, including communicating with Bank Members and Client Trusts as required.
· Complete Occupational Health referrals for Bank Members where required and support the associated administration.
· Coordinate meetings, including arranging attendees, invitations and relevant documentation.
· Maintain accurate and up-to-date case records and ensure relevant documentation is appropriately recorded.
· Provide general administrative support to the Bank Member HR Team as required.
· Undertake other reasonable duties appropriate to the level of the role.

