
 

 

HR Assistant 

Exeter City Football Club seeks to ensure the safety, safeguarding and wellbeing of all children, young 
people and adults at risk who engage in its activities. 

Department Human Resources 

Location:  St James Park 

Reports to:  HR Manager 

Core Team Relationships: HR Manager, Department Managers, and all staff 

Main Purpose: To support the HR department in delivering the business objectives and ensuring 
a professional, effective and efficient service is provided across the business to 
staff and external candidates. To provide day to day generalist HR administrative 
support ensuring compliance with policies, procedures and legislation. 

Role Summary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This role requires:  

A strong administrator with excellent attention to detail and accurate data entry 
skills and an ability to work in a timely and consistent manner. Excellent 
communication skills are required and a need to maintain a professional manner 
and confidentiality at all times. 
 
The key responsibilities of this role are:  

Recruitment:  
 Monitor the HR inbox responding to all speculative applications, agencies and 

general enquiries as appropriate. 
 Acknowledge applicants and issue progress emails on the status of their 

application and upload applications to the relevant file to ensure they are 
ready for review. 

 Assist in the drafting of job descriptions, person specifications and identifying 
key competencies for each role. 

 Assist in carrying out job evaluations. 
 Issue job adverts internally and externally ensuring they are on any 

appropriate sites. 
 Scheduling of the shortlisting process with the relevant manger(s) and HR, 

schedule and carry out telephone pre screenings and schedule interviews 
including booking of room(s), calendar invites to interview panel and 
emails/letters of invite to interview to candidates. 
 

Starters & Leavers: 
 Using the relevant templates prepare offer letters and starter packs. 
 Using the relevant templates draft contracts of employment for employees, 

casual worker agreements for workers, service agreements for contractors 
and volunteers’ agreements for volunteers. 

 Ensure all starter paperwork is returned including contracts, agreements, 
training certificates and qualifications. 

 Before work commences ensure all starters have completed their starter 
checks including right to work, references and DBS checks. 

 Ensure inductions are scheduled with relevant line manager and any other 
relevant parties. 

 Ensure all starters are issued with a security card and lanyard. 
 Acknowledging leavers including issuing leaver letters and confirming
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arrangements surrounding last day of work, training, leave and pay. 
 

Reviews, Learning and Development:  
 Ensure probationary reviews are entered in manager(s) and employee’s 

calendar, forms are issued and completed reports are received and reviewed 
by the HR Manager. 

 Collate appraisal pack and ensure they are sent out to all managers and 
completed appraisals are returned to HR and reviewed by the HR Manager for 
any training needs and saved on the employees e-file. 

 Schedule in any absence review meetings ensuring absence records are up to 
date. 

 Ensure any occupational health referrals are approved by the HR Manager. 
 Make sure notes on any performance issues are received and reviewed by the 

HR Manager prior to scheduling any performance review meetings. 
 Ensure training records are in place, ensuring relevant certificates are held on 

staff files and reviewed as required. 
 Assist in scheduling any internal and external training. 
 
General HR & Administration:  
 Co-ordination of all new starters, leavers, personal changes, and amendment 

to contracts to the Payroll Coordinator. 

 Issue any amendment to contracts/letters to all staff. 

 Update HR system with any personal, contractual, worker or volunteer 
changes. 

 Assist with the staff engagement including employee, worker and volunteer 
updates and general HR updates and staff benefit schemes. 

 Assist in updating any company policies and procedures ensuring legislation is 
adhered to and good practice is followed. 

 Support the implementation of policies. 
 Assist with a range of employee relation issues as and when they arise. 
 Regularly review all forms, checklists, and procedures. 
 Support in audits and ensure HR data is recorded for each category of 

personal data processed in line with GDPR. 

 Monitoring and recording staff sickness and leave. 

 Ensure that all HR filing and archiving of leaver files is up to date.  

 Respond to tenancy and employment reference requests.  

 Ensure the data contained in HR system is accurate and up to date.  
 Respond to ad hoc HR queries on a day-to-day basis.  
 Undertake ad hoc projects as and when required.  

 
This Job description should not be regarded as exclusive or exhaustive.  It is intended as an 
outline indication of the areas of activity and will be amended in consultation in the light of 
the changing business needs  

Measures of Success 

 Positive rapport maintained with colleagues and feedback received. 
 A good working knowledge of how the business operates. 
 Risks and issues identified and escalated to the HR Manager. 
 Specific goals and plans developed to prioritise, organise, and achieve role requirements efficiently and effectively. 
 Relevant information and individual judgment used to determine whether events or processes comply with laws, 

regulations and standards. 
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Key Performance Indicators (KPIs) 

In addition to the above measures of success there will be some specific KPI’s set for you on an annual basis which will be discussed 
with you and agreed on commencement of work and then reviewed and agreed annually during your appraisal. 
Qualifications/Experience/Knowledge 
required 

 Please refer to the person specification 

 


