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	[bookmark: _Hlk185500031]About the Team and the Role
The HRSS team provides advice and administrative support to all colleagues of Mencap, covering the full colleague lifecycle. Providing an excellent customer experience across a wide range People and Policy related matters. 
· Ensuring payroll can be run effectively and efficiently with minimal errors, through accurate processing and checking of starters, changes etc.
· Completing all pre-employment checks, including references
· Providing guidance on people related policies, and seeking support from other teams as where necessary
· Providing references for current and former colleagues
· Supporting colleagues over the phone and via emails and internal systems and taking ownership of queries




	[image: A group of pink circles on a black background

AI-generated content may be incorrect.]What you will bring to the role (Essentials)
· Working with a team to meet deadlines
· Deliver first-class customer service to colleagues
· Lives and breathes our values and be committed to our EDI agenda
· Be brave and challenge where appropriate
· Be open to change and always think about how we can improve our service
· Ability to work in an ever changing and fast paced environment whilst maintaining a high level of accuracy
· Keeps up to date with legislation relating to social care and People

Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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