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CENTREN404



Advert


HR Assistant (Ref: HRA-0119)
Salary: £23,000 per annum
Hours: Full time, 35 per week
Contract: Permanent
Centre 404 is a friendly, local and thriving charity with an excellent reputation for providing high quality support and services to people with learning disabilities and their families in North London. 
We have a fantastic new opportunity for a highly organised and solution focused professional to join our Central Team as HR Assistant, to support with the delivery of efficient recruitment and HR functions across the organisation. 
The post holder will be involved in the following key areas:
· Work with other HR colleagues and managers to ensure timely and effective management of personnel issues 

· Coordinate and work on recruitment outreach projects to diversify streams and source new employees and workers 

· Provide a high level of support and administration to the Head of HR and Resources and the rest of the HR team, including UKIED re-accreditation 

We are looking for someone who is enthusiastic about delivering quality functions and able to effectively balance multiple demands. They will also be confident and approachable, with the ability to handle personnel queries sensitively and constructively and demonstrate excellent standards of written and verbal communication, including handling effective professional boundaries and relationships with people at all levels.
Centre 404 is dedicated to staff development and supervision and we will provide a detailed induction and on-going training and support. 

We are also committed to safeguarding and promoting the welfare of adults at risk and we are looking to recruit people who share these values. All offers of employment are subject to an enhanced DBS check, proof of eligibility to work in the UK and two satisfactory references.
Candidates are strongly encouraged to read the full job description before submitting their applications.
How to apply: Please complete and submit an application form. We would also appreciate if you could complete a diversity monitoring form.
Should you have any queries, please feel free to email us at recruitment@centre404.org.uk or call on 020 7607 8762. 
Closing date: 9AM Thursday 14th February, although applications will be considered for shortlisting on a rolling basis, and the closing date will be brought forward if a successful candidate is found prior to 14th February.
Centre 404 is an equal opportunities employer and welcomes applications form all sections of the community. Charity ref number 299889

