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Job Description


Job Title: 		HR & Health & Safety Practice Assistant

Responsible To:		Practice Operations Manager and Management Team  
 
Location:		Two Rivers Medical Centre 

Accountable to:	Partners through the Practice Operations Manager and management team


Job Purpose

To Support the Practice Management Team in delivering high-quality HR and Health & Safety administration, ensuring compliance with employment legislation, NHS requirements, and Health & Safety regulations. The role contributes to maintaining a safe, well-governed and effectively resourced working environment for all staff.


Human Resources Administration
· Ordering staff name badges and uniforms.
· Managing the new starter process, including:
· Requesting and checking references
· Processing DBS checks
· Issuing contracts and new starter documentation
· Arranging door access cards
· Coordinating IT set-up, including NHS mail accounts and smart cards
· Managing the leaver process, including:
· Informing NHS mail of staff leaving
· Arranging smart card removal
· Deactivating door access cards
· Logging registrar absences on ESR.
· Logging and monitoring all staff absences.
· Coordinating Return to Work processes, including issuing documentation, arranging meetings, and notifying management.
· Circulating appraisal paperwork and maintaining appraisal records.
· Logging cleaner leave and arranging appropriate cover.
· Supporting general HR administration as required.

Health & Safety Responsibilities
· Assisting with implementation and monitoring of Health & Safety procedures in line with Practice policy and current legislation.
· Conducting weekly fire alarm testing and maintaining appropriate records.
· Carrying out additional Health & Safety checks, including:
· Equipment bag checks
· Walkie-talkie charging checks
· Fire extinguisher checks
· Water temperature monitoring
· Supporting the management team in maintaining compliance with Health & Safety regulations.










Confidentiality
Any matters of a confidential nature in particular any information relating to patients must under no circumstances be divulged or passed onto any unauthorised person or persons.
The data must be held under the terms of the Data Protection Act and binding its principals.
Any matters of a confidential nature in particular any information relating to patients must under no circumstances be divulged or passed onto any unauthorised person or persons.
In the performance of the duties outlined in the Job Description, the post-holder will have access to information relating to the business.  All such information from any source is to be regarded at strictly confidential. All information relating to the business of the Two Rivers Medical Centre is strictly confidential and must not be divulged to any unauthorised person.


Health, Safety and Welfare
In accordance with the Health & Safety at Work Act 1974 you have a duty to take reasonable care to avoid injury to yourself and to others by your work activities. 

The post holder will assist in promoting and maintaining their own and others Health, Safety, Welfare and security as defined in the Practices Health & Safety Policy and in accordance with The Health and Safety at Work Act to include:
Using personal security systems within the workplace according to practice guidelines.
Identifying the risk involved in work activities and undertaking such activities in a way that manages those risks.
Making effective use of training to update knowledge and skills.
Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards.
Managing risks and reporting.
You will be issued with an identity badge which you must wear at all time on site.
You are responsible for the security of any keys, smartcards, passwords, etc., issued to you.


Security:
You will be issued with an identity badge which you must always wear on site.


Equality and diversity
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:
•	Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation
•	Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
•	Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights


Communication
The post-holder should recognise the importance of effective communication within the team and will strive to:
•	Communicate effectively with other team members
•	Communicate effectively with patients and carers
•	Recognise people’s needs for alternative methods of communication and respond accordingly


Personal Specification
PROVEN CAPABILITIES, COMPETENCIES AND PERSONAL QUALITIES
The post holder will need to be able to demonstrate the following competencies as part of their daily work 

	Communication
· Communicates confidently and professionally, both verbally and in writing, with staff at all levels.
· Able to handle sensitive and confidential information appropriately and discreetly.
· Remains calm and professional in challenging or emotive situations.
· Demonstrates diplomacy when managing absence issues, return-to-work discussions, or compliance matters.
· Produces clear written documentation (letters, meeting notes, reports, emails).
· Understands and adheres to data protection and confidentiality requirements at all time


	Teamwork
· Works effectively as part of a multidisciplinary team within a busy general practice environment.
· Builds positive working relationships with clinical and non-clinical staff.
· Supports managers proactively and responds constructively to feedback.
· Demonstrates a professional, approachable and supportive manner.
· Willingly provides cover and support across administrative functions when required.


	Customer Focus
· Provides a professional and supportive service to staff and managers.
· Responds to HR and Health & Safety queries in a timely and solution-focused manner.
· Applies fairness and consistency in line with practice policies.
· Always demonstrates a non-judgmental and inclusive approach.
· Maintains a service-improvement mindset and identifies opportunities to improve systems and processes.


	Problem Solving

· Makes appropriate decisions within the scope of the role and knows when to escalate concerns.
· Identifies discrepancies in records (e.g. absence logs, ESR entries, compliance documentation) and resolves them accurately.
· Applies common sense and sound judgement when dealing with unusual situations.
· Proactively identifies risks and brings them to the attention of management


	Planning and organisation 
· Manages multiple HR and Health & Safety processes simultaneously (e.g. onboarding, leavers, absence monitoring, compliance checks).
· Prioritises workload effectively and works to deadlines.
· Maintains accurate records and ensures documentation is complete and audit ready.
· Demonstrates high levels of accuracy and attention to detail.
· Understands own limitations and seeks guidance appropriately.


	Flexibility and Adaptability 
· Adapts to changing priorities and service demands.
· Comfortable working in a fast-paced primary care environment.
· Responds positively to new legislation, policy updates or procedural changes.
· Demonstrates resilience and maintains performance during periods of pressure.








KNOWLEDGE AND SKILLS
The post holder will need to meet the following competencies in order to meet the recruitment criteria 

	Essential
	Desirable

	Experience of providing administrative support in an office environment
	Experience working in a GP or NHS setting


	Experience of HR administration processes (e.g. recruitment, onboarding, absence monitoring)
	Knowledge of NHS employment processes

	Experience of maintaining accurate records and compliance documentation
	SymstOne experience

	Experience of coordinating meetings and documentation (e.g. return to work, appraisals)
	Knowledge of employment legislation

	Evidence of consistent pattern of learning from education, training and experience
	Health and Safety Training (e.g. Fire Safety, Risk Assessment awareness)

	Understanding of confidentiality and data protection requirements
	

	English and Maths at GCSE grade C/4 or above (or equivalent
	




Knowledge and Skills
The above statements are intended to describe the general nature and level of work performed by employee assigned to this classification and are not intended to serve as an exhaustive list of all responsibilities, duties and skills required.  

Duties of the post could vary from time to time as a result of new legislation, changes in technology or policy.  In this event, appropriate training will be provided.

This Job Description does not form part of a contract of employment and may be amended from time to time in agreement with the post holder.
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