
 

 

Job Description 

 

HR and People Administrator 

 

INTRODUCTION 

  

Shakespeare North Playhouse is a unique new arts venue, opening in the summer of 

2022. It will present a vibrant contemporary cultural and learning programme featuring 

home co-produced and visiting performances, as well as comedy, music, community 

work, hire and events and a range of education and training activities.  

 

The HR and People Administrator will provide an excellent level of HR support to 

Shakespeare North Playhouse, including recruitment, contracts, payroll and maintain 

and the upkeep of company HR records. 

 

The HR and People Administrator will act as the first port of call to employees and 

external partners for all HR administrative related queries. 

 

Place of Work  

The future place of work will be Shakespeare North Playhouse in Prescot, Knowsley. 

Temporary premises may be in use prior to the opening of the theatre. Occasionally 

work will be required at alternative locations including partners with whom Shakespeare 

North co-produces. 

 

Salary and Hours of work  

Shakespeare North’s full-time employees work 40 hours normally over 5 days. Due to 

the nature of this role, however, and to meet the demands of the business, the post 

holder will need to be reasonably flexible in their approach to work. This is a part time 

role working 0.6 FTE.  The full-time salary for this role is £22,000 per annum and will be 

pro-rated for part-time. 

 

 

 

 

 

 



 

 
Reporting Relationships  

The post-holder will initially report to the Chief Executive for Shakespeare North 

Playhouse.  However, as the organisation develops, this reporting relationship may 

change.   

 

Main Duties: 

 

Recruitment Support 

• Carry out all the administrative processes in the recruitment process, including 
drafting and placing job adverts, collating job applications, organising recruitment 
timetables and informing unsuccessful candidates.     
        

• Send out offer letters and ensure the necessary employment checks are carried 
out including DBS and right to work checks, medical information and references.  
  

• Prepare and issue employment contracts, including for permanent, fixed term 
and annualised hours employees.        
   

• Collate, analyse and report on EO data for job applicants. 

Payroll Processes 

• Collate new joiner information including P45s.      
  

• Input new joiner information onto payroll system.     
  

• Ensure that all payroll instructions are prepared and logged in time for the 
monthly payroll run, including new joiners, salary changes, absence days and 
leavers.           
   

• Check initial monthly payroll reports, making corrections as required.    
  

• Submit payroll file to Chief Executive for sign off on a monthly basis.    

 

 

 

 



 

 
Record keeping 

• Ensure accurate HR records on all employees are maintained accurately and are 
compliant with Data Protection legislation and company policies.   
  

• Ensure HR records accurately reflect current staff conditions and details. This 
includes starters and leavers, contractual amendments, change of details, annual 
leave and recording of sicknesses and other leave.  

General 
 

• Produce letters for contractual and employment changes, including for family 
related leave.            
   

• Assist with the Company’s Performance Management and appraisal cycle, 
recording completed appraisals and training needs.     
  

• Give basic advice on Company policies and procedures to staff and managers.  

• Answer employee queries about HR-related issues. 

• Liaise with HR Service provider as appropriate and as needed. 

• Follow compliant processes to obtain medical information, including Occupational 
Health referrals to support managers in absence investigations.   
  

•  Provide administrative support to investigations under the Company’s 
Disciplinary and Grievance procedures.  

Leaver Administration  

• Ensure resignations are acknowledged in a timely manner, the Manager is aware 
of the process and any outstanding annual leave is calculated in accordance with 
the employee’s terms and conditions.        
  

• Conduct exit interviews for all employees either face to face or electronically. 

 

 

 

 



 

 
Person specification: 

• 2 years experience as a HR administrator.  

• Experience of producing accurate and complex employment/contractual 
documentation and correspondence.       
  

• A good understanding of employment law. 

• A positive, mature and professional attitude towards work with excellent verbal, 
interpersonal and written communication skills.      
  

• A good level of IT literacy.  

• Strong administrative, organisational, time management and prioritisation 
abilities.           
  

• The ability to deal with confidential information and maintain confidentiality is 
essential.            
  

• A self-motivated approach with the ability and confidence to work independently 
and problem solve.          
   

• Personal resilience and the capacity to work effectively and stay calm under 
pressure are essential.         
  

• Experience in HR administration and an understanding of HR processes.   
  

• Attention to detail and accuracy.        
  

• Ability to deal tactfully and professionally with colleagues.     
  

• Ideally you will hold, or be working towards, a Foundation level Certificate in 
People Practice.  

 
This job description is intended as a guide to the duties expected of the post-holder. 
These duties may be reviewed from time to time to meet the needs of the business.   
  
This job description is not contractual.  
 

 


