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JOB DESCRIPTION

Human Resources & Training Administrator – Maternity Cover
SITE:




Odyssey Trust


LOCATION:



Queen’s Quay, Belfast, BT3 9QQ
RESPONSIBLE TO:


Head of HR
TERMS:


 
37.5 hours per week (Part-time hours may be considered)
DATE:




Maternity Cover (approx. 11 months starting May 2024)
OVERALL PURPOSE OF THE JOB:
This is an exciting opportunity to work as part of a busy HR team, with an emphasis on organising and administering training.  An important role delivering a professional service across the Odyssey Group of companies, SSE Arena, W5 and the Belfast Giants.  
The Odyssey Trust group of companies is committed to the core ideology of BEET, Best Experience Every Time for customers, colleagues and stakeholders.  These principles will be developed with all to support outstanding customer service.  All colleagues are expected to commit to the core values shown below:
	Core Value
	Our Behaviour
	What it means for our Customers

	Positivity
	Smile, can do, have fun
	We will always be helpful, welcoming & enthusiastic

	Integrity
	Deliver on our promises
	We will be trustworthy & respectful

	Commitment
	Go above & beyond 
	We will go the extra mile

	Innovation
	Find new ways to be better
	We will always learn & improve

	Teamwork
	Together we achieve more
	We will work together to put you first


MAIN DUTIES
· Liaising with managers and training providers, to arrange approved training and development activities for staff.
· Coordinate training delivery from scheduling online or in person events, booking trainers, training rooms and refreshments.
· Provide support to managers and staff, on a range of HR information systems including employee databases, time and attendance & the Odyssey Training Portal.
· Undertake administrative duties in relation to the Purchase to Pay system, creating purchase orders, matching invoices and tracking budget information.
· Administration of a range of performance review processes in line with Odyssey procedures.
· Support a culture of continuous improvement, administering a range of staff surveys, exit interviews, etc. setting targets for improvements with the Head of HR. 

· Provide administrative support in the recruitment and on boarding of new staff, using a range of IT systems [GetGot, PAMS, DocuSign, job boards] as well as preparing recruitment and employee documentation.

· Administer the work experience process including liaising with schools, colleges, universities and internal managers following up on all required paperwork. 

· Produce a range of monthly, annual and ad hoc reports, including supporting the production of reports for the Equality Commission and Department of Statistics, where confidentiality is paramount.

· Managing & handling confidential and sensitive information.
· Any other duties as requested by your Line Manager 
All OTC staff are expected to:

· Maintain excellent working relationships with other staff and volunteers.

· Ensure the delivery of BEET to all our customers and be committed to the Odyssey ethos and objectives.  

· Be committed to and work in accordance with our Safeguarding, Health & Safety, Equality and other established policies and procedures.

· Be flexible undertake such other duties that may be required including occasionally working evenings, weekends and public holidays, if required.
SELECTION CRITERIA

Essential Criteria
· A minimum of 6 months recent experience working in an administrative role.
· Proficient in the use of Microsoft Packages (Word, Outlook, Excel, PowerPoint).

· Strong verbal and written communication skills.
· Methodical approach with a high level of attention to detail.

· The ability to work well as part of a team.

Desirable Criteria
· CIPD qualified or working towards qualification. 
· Experience in the use of HR Databases, time & attendance software, Purchase to Pay systems.
· Experience of administering a training platform.
Salary

Circa £22,737.00 per annum, dependent on qualifications and experience.

Benefits 

The Odyssey Group has a range of benefits which it offers to full and part time staff
. 

· Free car parking.

· 33% Discount in the W5 cafe, including coffee and 10% discount in the W5 shop.

· Complimentary tickets to Belfast Giants and friends and family access to W5.

· Holidays commence at 31 days per year.
· Contributory pension scheme, life assurance, paid sickness benefit and a health cash plan.
� [Some T&Cs and qualifying periods may apply]
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