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	Job Title
	People Support Co-Ordinator

	Job Purpose
	People professional responsible for all administrative activity relating to the People Support teams service delivery, including effective customer services, accurate and timely information flows, consistent query response, operating related processes and quality assurance controls. 

	Accountabilities
	· Ensures all administration processes are operated in accordance with CQC people management policies and procedures.
· Maintains good knowledge of CQC and legacy Commission’s terms, conditions and policies, and understands how these should be applied, linking in with the People advice and guidance team where policy training or updates are required.
· Uses knowledge of query management to identify trends and make suggestions for improvement.
· Demonstrates effective stakeholder management skills through effective delivery of services.
· Responsible for a high volume of query management/response, information flows and administrative tasks relating to staff at all levels of the business and relevant third parties (such as our outsourced payroll provider).
· Works closely with all People colleagues to ensure seamless administration processes are followed within established service level agreement timeframes and appropriate escalation routes are followed when necessary. 
· Has a basic understanding of standard employment law and payroll administration.
· Demonstrates the appropriate knowledge, skills and experience to actively promote diversity and equality of opportunity; treats everyone with dignity and respect and avoids unlawful discrimination.
· Completes daily, monthly and annual administrative processes and information flows on time, both internal and external to the business.
· Any other administrative duties falling within the remit of the People Support delivery team, as and when required or relevant.

	Specific skills and experience
	· Experience of working in an HR/Payroll administrator role
· Relevant HR/payroll qualifications, working towards or relevant experience and training.
· Good working experience of People processes and activities, including query response and stakeholder engagement.
· Experience of delivering on key performance indicators.
· Experience of dealing with volume queries and information flows.
· Good verbal and written communication skills to suit different audiences.

· Good organisational skills. 

· Good IT skills.
· Effective networker and relationship-builder.

	Values & Behaviours

Excellence

In my work for CQC:
· I set high standards  for myself and others, and take accountability for results

· I am ambitious to improve and innovate

· I encourage improvement through continuous learning,

· I make best use of people’s time, and recognise  the valuable contribution of others   

Caring

In my work for CQC:
· I am committed to making a positive difference  to people’s lives

· I treat everyone with dignity and respect 

· I am thoughtful and listen to others

· I actively support the well-being of others

Integrity 

In my work for CQC:
· I will do the right thing

· I ensure my actions reflect my words

· I am fair and open to challenge and have the courage to challenge others

· I positively contribute to building trust with the public, colleagues and partners

Teamwork

In my work for CQC:
· I provide high support and high challenge for my colleagues

· I understand the impact my work has on others and how their work affects me

· I recognise that we can’t do this alone

· I am adaptable to the changing needs of others
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