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Job Profile


	Job Title:	
	People Coordinator 	Location/Service:

	Multiple Site

	Department:
	People Services 
	Reports To:
	Head of People
	Responsible For:
	N/A
	Budgetary Responsibility:
	N/A

	Level of DBS Check Required:
	Standard
	Expected Regulatory Responsibility:
	N/A

	Does the role require travel to multiple sites?
	Yes

	Purpose:

	
The People Coordinator provides critical administrative, data and systems support across the colleague lifecycle, ensuring the smooth, compliant and values‑driven operation of the People function. The role underpins safe staffing, accurate workforce records and the delivery of an exceptional colleague experience.

The role underpins safe staffing, accurate workforce records and the delivery of an exceptional colleague experience.

Working within a specialist care organisation that supports people with learning disabilities, autism and complex needs, the People Coordinator helps ensure that data accuracy, safety, quality and continuous improvement remain at the heart of People operations, reflecting Hesley Group values and behaviours.

	Key Role Responsibilities/Accountabilities:

	
People Systems Administration
· Maintain and update People information systems on the HRIS system, SONA, ensuring accurate, timely and complete workforce data across all Hesley services.
· Support system improvements, configuration changes, and data validation activities in collaboration with the People team and other key stakeholders. 
· Provide first‑line support to colleagues and managers with People system queries, escalating technical issues when required.
· Ensure digital records meet internal standards and regulatory expectations, particularly around accuracy, safeguarding and compliance in a CQC‑regulated environment.
Data Management & Reporting
· Produce regular and ad‑hoc People reports including, but not limited to:

· Absence and attendance
· Turnover and retention
· Workforce demographics
· staffing metrics
· DBS Compliance
· Support People Partners, operational managers and other stakeholders by preparing accurate data for audits, inspections and workforce planning.
· Conduct routine data quality checks to ensure integrity and compliance with GDPR and safer working practices.
· Contribute to the development of dashboards and data insights to support continuous improvement across services.
Employee Lifecycle Administration
· Coordinate onboarding onto SONA and other People related systems. 
· Manage all in‑role changes such as pay changes, hours changes, secondments and extensions, ensuring accurate system updates.
· Process offboarding activities including leaver forms, exit documentation and system deactivations.
· Ensure all lifecycle activities reflect Hesley Groups values and behaviours 
People Operations & Support
· Act as the first point of contact for day‑to‑day People queries, providing helpful, compassionate and consistent guidance.
· Manage People inbox workflows, ensuring timely and accurate responses.
· Support payroll administration by preparing monthly change reports, verifying data and collaborating with Payroll colleagues to resolve discrepancies.
· Maintain and update People processes, templates and internal resources, ensuring consistent documentation across services.
Compliance & Quality Assurance
· Co-ordinate monthly Service Administrator meetings to provide practical support consistency for People processes across all services. 
· Help embed best‑practice people processes aligned to Hesley Groups Value and Behaviours. 
Engagement, Wellbeing & Culture
· Support People Team initiatives that strengthen colleague engagement, wellbeing and inclusion.
· Assist with producing internal communications and updates related to People operations.
· Help coordinate activities that bring Hesley’s values to life across services.


	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 
Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 


	Person Specification:

	
Essential

· Experience in HR/People administration or coordination, ideally in a care or regulated environment.
· Strong organisational skills with the ability to manage multiple priorities in fast‑paced care services.
· Excellent communication and interpersonal skills, with the ability to build trust across diverse teams.
· High attention to detail and commitment to safe, accurate data handling.
· Excellent Microsoft Excel Skills, with the ability to manipulate data
· Ability to handle sensitive information with confidentiality and professionalism.
· Comfortable using HR information systems and Microsoft Office tools.

Desirable

· Experience in social care, education or other regulated services.
· Familiarity with CQC requirements and safer recruitment practices.
· Knowledge of Positive Behaviour Support (PBS) environments or staff training cycles (aligned with Hesley’s person-centred approach).


	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.

Universal Attributes
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                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.
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