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Human Resources Assistant

Apply Now

Company: LocalJobs4U

Location: Manchester

Category: other-general

Are you an energetic, detail-oriented professional with a passion for people? Do you

aspire to work within a collaborative environment where your skills in Human Resources will

be challenged and nurtured? If so, we have the perfect opportunity for you. We are a

growing Manchester-based company in search of a Human Resources Assistant to play a key

role in our team's success.

Position Overview:

As a Human Resources Assistant, you will support our HR team in managing recruitment

processes, maintaining employee records, assisting with payroll processing, and

coordinating various HR projects. Your role will be essential in fostering a positive work

environment and ensuring smooth HR operations.

Key Responsibilities:

* Assist in recruitment processes, including posting job ads, scheduling interviews, and

conducting initial screenings.

* Maintain up-to-date employee records and handle confidential information with discretion.

* Support onboarding processes for new hires.
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* Aid in payroll processing and benefits administration.

* Coordinate training sessions and seminars.

* Provide general administrative support to the HR department.

* Comply with UK employment laws and regulations.

Qualifications:

* Bachelor's degree in Human Resources, Business Administration, or a related field.

* 1-2 years of experience in Human Resources or a related administrative role.

* Proficient in Microsoft Office Suite and HR software (e.g., PeopleSoft).

* Excellent verbal and written communication skills.

* Strong organisational skills with an eye for detail.

* Ability to work both independently and as part of a team.

* Eligibility to work in the UK.

What We Offer:

* Competitive salary.

* Opportunities for professional development and growth.

* Comprehensive benefits package, including health, dental, and pension.



* A vibrant work culture within a supportive team.

* Convenient London location.

How to Apply:

Please send your CV and a cover letter detailing your relevant experience.

Apply Now
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