
JOB DESCRIPTION 
 
POST TITLE:   People Services Coordinator  
 
POST NUMBER:  PP03 
 
GRADE:   D 
  
RESPONSIBLE TO:  Payroll, Coordinator and Systems Manager 
 
RESPONSIBLE FOR: N/A 
 
LIAISON WITH:  Employees/Workers, Managers, Members, Trade Union  
    Representatives, Other Authorities, Other External   
    Agencies/Individuals  
 
KEY CORPORATE ACCOUNTABILITIES: 
 
To be a first point of contact for all general enquiries for the service.  To be a key member of 
the service desk service to customers and co-ordinate systems and processes to support the 
Council with the delivery of its services.  To support the processing of employees through 
their whole employee life cycle at the Council.  
 
KEY SERVICE ACCOUNTABILITIES: 
 
To provide first line guidance and administrative support to line managers and employees on 
matters such as Health & Safety, Human Resources and Payroll and their relevant sub 
specialisms such as Employee Relations, Learning & Development and Recruitment.  
 
To provide robust and accurate administrative processes and exemplary levels of customer 
service.  Processes that are coordinated include but are not limited to; resourcing and 
onboarding activities (e.g. shortlisting, invitations, pre employment checks), drafting and 
distribution of correspondence (e.g. contracts and contractual amendments) and sharing of 
agreed templates/forms (e.g. accident/incident forms, absence management invitations).   
 
To lead on the maintenance of up-to-date and accurate records in our systems, processing 
and storing documents for the full range of work completed by the service acknowledging 
service expectations, Council policy and external legislation.      
 
Support and guide employees and managers in the use of systems used by the service. 
 
To provide management information and reports in line with regular reporting requirements 
and on an ad hoc basis as required.  To compile key service statistics using a variety of data 
sources and where appropriate the subsequent financial impacts of these measures have on 
the Council (e.g. agency spend) 
 
To liaise internally and externally, where appropriate, for the delivery of our service and the 
expectations of the services we support.  Examples include, but are not limited to; DBS 
provider, systems provider, pension provider, occupational health provider and publications.  
 
To adhere to internal and external expectations and legislation, acknowledging the work 
completed within the service.   
 



Contribute enthusiastically to the formulation of People Services solutions and improved 
working practices, including improved delivery of the People Services support service where 
possible.  
 
OTHER DUTIES:  
 
In order to deliver services effectively, a degree of flexibility is needed and the post holder 
may be required to perform work not specifically referred to above. Such duties, however, 
should not normally exceed those expected of an employee at that grade.  
 
HEALTH AND SAFETY:  
 
The Council has a Health and Safety Policy, which outlines its responsibilities as an 
employer, and the responsibilities of its employees in respect of health and safety. All 
employees need to be aware of this policy and comply with its content. 
 
RISK MANAGEMENT:  
 
All employees need to have an awareness of risk management and are responsible for 
ensuring that they manage risk effectively in their job and report hazards and risk to their 
service lead. 
 
DATA PROTECTION:  
 
It is the responsibility of the Post holder to ensure that the section’s requirements for 
compliance with the Data Protection legislation are met. 
 
SINGLE EQUALITY SCHEME:  
 
The Council has a Single Equality Scheme which gives clear guidance on the responsibilities 
of both the employee and the employer. All employees must be familiar with and comply with 
all aspects of the Scheme. 
 
SAFEGUARDING CHILDREN AND VULNERABLE ADULTS:  
 
The Council has a Safeguarding Policy, which outlines its responsibilities and the 
responsibilities of its employees.  All employees need to be aware of this Policy and comply 
with the contents. 
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MID DEVON DISTRICT COUNCIL’S REQUIRED COMPETENCIES 
 

 
 
The above competencies should be read in conjunction with the listed policies below. 
Managerial roles should pay special attention to the expectations of managers as set out 
within the staff charter. 
 
The Code of Conduct, The Dignity at Work Policy, The Nolan Principles and The Staff 
Charter 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PERSON SPECIFICATION 
 
People Services Coordinator 
 

 CATEGORIES ESSENTIAL DESIRABLE 

Qualifications and 
Experience: 

 Good Standard of Education 
including GCSE passes in 
English and Mathematics 

 Willingness to learn a CIPD 
Diploma in Human Resources 
Practice (Foundation) Level 3 
or equivilant experience 

 Working experience of a busy 
office environment. 

 Significant and demonstrable 
administrative experience 

 Experience of working in Local 
Government 

 

Knowledge and 
Expertise: 

 Competent in the use of 
Microsoft Excel, Word, Access 
and Outlook 

 Good communication and 
inter-personal skills with a 
focus on customer care 

 Experience of maintenance 
and interrogation of database’s 
and spreadsheets  

 To have experience in one of 
the following disciplines 

o Demonstrable 
experience of working 
in a payroll 
environment 

o Broad knowledge of 
Employment Law 

o Knowledge of 
recruitment practice / 
discrimination 
legislation 

 Working Knowledge of Payroll/ 
HR systems 

 Knowledge of the National 
Agreement on Terms and 
Conditions (Green Book) 

 

Skills:  Able to communicate 
effectively, orally and in writing  

 Numeracy skills – 
reconciliations and statistics 

 Able to prioritise / organise 
workload in line with specified 
timescales 

 Speed and accuracy of data 
inputting via keyboard 

 Effective influencing and 
persuading skills 

 Able to undertake research to 
support policy formulation 

 

Personal 
Attributes: 

 Self-motivation with an 
enthusiastic and positive 
approach 

 Confident in suggesting new 
ideas and challenging existing 



 CATEGORIES ESSENTIAL DESIRABLE 

 Reliable and flexible in 
approach to work 

 Commitment to equal 
opportunities and respect and 
dignity at work 

 Able to work on own initiative 
and as part of a team 

ways of working in a 
constructive manner 

Special 
Requirements 
 
 
 
 
 

 None  None 
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