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Company: 	Excel Housing Solutions
Role: 		HR & Recruitment Administrator
Location: 	Sefton                                
Hours: 		30 Hours per week
Please note: Days can be negotiated. You will be required to work across Monday-Friday, which may include working during bank holidays.
Contract: 	Permanent
Closing Date: 
Interview Date: To be confirmed 

Pay is negotiated from Real Living Wage upwards dependent on relevant experience.

	Pay Banding
	 Pay Amount

	S0
	£13.45

	S1
	£13.70

	S2
	£14.00

	S3
	£14.25

	S4
	£14.50



About the Role

At Excel Housing Solutions, we’re looking for a HR Administrator to join our dedicated and compassionate team. This rewarding role is a fantastic opportunity for someone who is passionate about people, enjoys working in a fast-paced environment, is resilient and wants to play a vital role in supporting the day-to-day operations of a dynamic HR department. You’ll be working and supporting staff who are closely supporting vulnerable adults and families, often those at risk of homelessness, to provide person-centred, practical, and empowering support that leads to lasting change.
A driving licence and access to own vehicle are essential.



Ready to Join Us?
If you’re looking for a role where your work really matters and you want to be part of a team that values empathy, resilience, and action, we’d love to hear from you.

Why Join Excel Housing Solutions?
We care for our team just as much as we care for our clients. You’ll benefit from:
✅Private healthcare after 12 months
✅Enhanced sick pay
✅Paid volunteer leave
✅Free, confidential 24/7 mental health support
✅Death in Service cover for a nominated person
✅Enhanced maternity, paternity & sick pay
✅ Blue Light Scheme
✅One extra day off for your birthday
✅Option to buy an extra week of annual leave
✅Additional leave for every full year of service (up to 5 days)
✅Company pension scheme
✅Regular supervision, wellbeing check-ins, and reflective practice
✅Free annual eye tests
✅Casual dress code
✅Refer a friend scheme
✅Cycle to Work scheme
✅A warm, inclusive, and supportive team environment
✅Access to further training / education opportunities. 


How to Apply
Apply online:
www.excelhousingsolutions.org.uk
Or request an application form:
jobsinfo@excelhousingsolutions.org.uk

Be the Difference. Support Change. Transform Lives.
This is more than a job; it’s a chance to help people rebuild their lives.

Key Responsibilities:
Recruitment & Onboarding
Coordinate end-to-end recruitment activities including advertising vacancies, arranging interviews, and communicating with candidates.
Support hiring managers throughout the recruitment process.
Prepare offer letters, contracts, and onboarding documentation.
Carry out pre-employment checks including references, right-to-work documentation & DBS checks.
Coordinate induction activities and support new starters through the onboarding process.
Maintain recruitment records and recruitment trackers.
Preparing recruitment reports to track the effectiveness of recruitment strategies and processes.
Ensuring recruitment practices align with legal requirements and company policies.
Develop external partnerships with organisations that support individuals returning to work.
Attend job fairs, careers events, community engagement activities and networking events to promoting the company’s brand to attract high-quality candidates.
Develop campaigns and strategies to enhance the onboarding process and candidate quality and contribute to continuous improvement of recruitment processes to support timely and successful hiring outcomes.

HR Administration
Maintain accurate and up-to-date employee records and HR systems.
Prepare HR documentation including contracts, letters, and policy documentation.
Process employee changes including promotions, transfers, and leavers.
Support payroll Manager by providing accurate employee data.
Monitor annual leave, absence, training, supervisions and other employee records.

 

Employee Relations Support
Provide administrative support for disciplinary, grievance, absence management, and performance processes.
Arrange meetings, prepare documentation, and maintain confidential records.
Respond to routine HR queries and escalate more complex matters where appropriate.
Support managers with HR processes and procedures.

Learning & Development
Coordinate training activities and maintain training records.
Support employee development initiatives and mandatory training compliance.
Assist with organising internal training sessions and workshops.

HR Compliance & Policies
Ensure HR processes are compliant with employment legislation and company policies.
Maintain confidentiality and GDPR compliance at all times.
Support policy reviews and updates.
Assist with HR reporting, audits, and compliance monitoring.

Employee Engagement & General HR Support
Support employee wellbeing and engagement initiatives.
Assist with company events and HR projects.
Promote a positive and inclusive workplace culture.
Provide general administrative support to the HR team as required.

Champion Collaboration
Work together with external agencies to gauge fresh ideas and perspectives and enhance learning.
Represent Excel Housing Solutions with professionalism and pride, building trust with everyone you encounter.
Share knowledge and ideas with your team to continuously improve how we work.



We’re Looking for Someone Who Is;
You don’t need to tick every box, but we’re looking for someone who is:
A natural people-person, able to build rapport and trust quickly
Calm under pressure and solution-focused in challenging situations
Organised and reliable, with strong attention to detail
Committed to equality, inclusion, and treating everyone with respect
Confident using IT systems for recording and communication
Committed to ongoing professional development
At least 1 years HR experience is essential for this role and a willingness to undertake continuous professional development. 


Please note: 
This post is subject to a Disclosure and Barring Service (DBS) check.

The role involves regulated activity and is therefore exempt from the Rehabilitation of Offenders Act 1974. All convictions, cautions, reprimands, and final warnings (including those considered 'spent') must be disclosed unless they are ‘protected’ under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended).

A criminal record will not necessarily be a bar to employment. 

Note: No job description can be entirely comprehensive. The post holder will be expected to undertake any other tasks that may be required from time to time.

This job description will be formally reviewed as necessary to take account of changing priorities. Aspects of the job may be subject to review in negotiation with the post holder at any time.
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