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	 Job Title
	 People Coordinator


	 Grade
	 2

	 Starting salary
	 £28,250 a year (from 1 April 2026)


	 Employment type
	 Permanent, full time

	 Directorate
	 Corporate Services and Accounts

	 Department
	 People and OD

	 Location
	 Edinburgh


Information about the role
To provide efficient and professional administrative support across the organisation and the employee lifecycle, including recruitment, onboarding, payroll administration, employee records management and offboarding processes. 
Our People team is keen to continuously improve the service provided to our customers and the People Coordinator will have a significant role to play in this process.
Main duties and responsibilities
1. Recruitment and selection
· Consult with the People Advisor/Consultant responsible for Recruitment on what vacancy is to be advertised, gathering dates and information 
· Organise a draft advert for the recruiting manager and upload the vacancy, alongside other appropriate documentation, onto the recruitment platform ready for advertising
· Assist the manager with the sift of applicants
· Communicate with candidates as required and organise selection process, for example assessment centres, interviews 
· Conduct necessary pre-employment checks including references and right to work documentation.

2. Onboarding 
· Coordinate new starter onboarding processes 
· Prepare onboarding documentation and employment packs
· Set up new employee records in HR and Payroll system (Oracle Cloud HR) 
· Ensure completion of compliance documentation/pre-employment checks (for example, ID checks and contracts)
· Prepare and monitor new employee performance documentation during the probationary period in an appropriate manner. 
3. Payroll
· Support monthly payroll processes by maintaining accurate employee data
· Process payroll changes including new starters, leavers and salary changes, as well as recording absence and tracking and saving fit notes
· Coordinate the SLAB overtime process, including contacting managers for approval, checking claims meet SLAB policy and keep the Systems Consultant in the loop with developments
· Coordinate out of hours claims ensuring they are accurately input into the payroll system 
· Support the payroll team with any testing required 
· Run regular system reports.

4. Offboarding
· Coordinate the employee exit processes including acknowledging resignations
· Notify appropriate parties of leaver
· Prepare final payroll instructions and documentation
· Send formal notification to individual with leave details, including annual leave position
· Send exit questionnaire and share completed questionnaire with People Consultant
· Update People systems and employee records following departures.

5. Pensions
· Notify new starts of pension auto enrolment arrangements
· Notify Scottish Public Pensions Agency (SPPA) of new entrants to the pension scheme
· Support on opt outs from the pension scheme and identify whether refund or preservation case.

6. Employee engagement and L&D
· Coordinate and set-up corporate training workshops
· Run reports and check training records on our Learning Management System
· Cross check Occupational Health (OH) invoices against the pricing plan while liaising with the People & OD manager 
· Support the administration of our Employee Assistance Provider (EAP) 
· Support the People & OD manager with any ad hoc projects under the employee engagement remit including Health and Wellbeing, Learning and Development, Performance, Equalities, Case management, OH and Policy Development. 

7. Employee records & admin projects 
· Support in the administration of people related projects ensuring paperwork is accurate and stored appropriately
· Support People consultants and managers with note taking during formal hearings and formal meetings, for example Trade Union meetings
· Monitor the People inbox and respond and/or escalate employee queries
· Maintain accurate and confidential employee files and People related databases.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
· Excellent verbal and written communication skills 
· Strong organisational skills, able to prioritise own workload with minimum supervision
· A customer focus with an approachable and helpful manner and good interpersonal skills
· Flexible and adaptable to the requirements of the job and others within the team
· Good attention to detail 
· Able to use initiative when required
· Demonstrates integrity, understands confidentiality and handling sensitive information
· Proficient in M365 and HR systems.
Desirable criteria
· Knowledge of HR processes across the employee lifecycle
· Experience in an administrative role 
· A demonstrable interest in HR work
· An understanding of public sector work culture. 
Criminal record check
For this post we require a Level 1 Disclosure Scotland check. For more information about types of criminal record checks in Scotland, visit Types of disclosure - MyGov.Scot.
Qualifications
You must hold a minimum of five National Qualifications (or equivalent) including English and a subject which clearly indicates competency in figure work (Mathematics, Accounting & Finance, Arithmetic, Bookkeeping, Statistics, Physics and Science). For National 5 and Standard Grades, only grades 1, 2 and 3 are acceptable. For Ordinary Grades only grades A, B and C (1, 2 and 3) are acceptable. Other educational qualifications equivalent to these may also be acceptable. Equivalent relevant work experience may also be acceptable
Please note that if you fail to demonstrate how you meet the minimum qualifications as stated above, your application will be automatically sifted out.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
Self-awareness 
· Responsible for personal behaviour and is accountable for own actions, health and wellbeing
· Aware of personal strengths, takes pride and responsibility for performance at work and is responsive to constructive feedback
· Adaptable, contributes to and embraces new ways of doing things, seeking the support of others when needed
· Identifies personal development needs and actively manages own Personal Learning Plan.
Teamwork  
· Knows and understands the contribution the team makes to SLAB’s performance and Operational Plans
· Can be relied on to deliver agreed personal objectives and is aware of how their work connects with the work of others
· Builds networks and maintains good working relationships with colleagues, valuing their diversity and contribution, and is open to different points of view 
· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary.
Customer service  
· Knows internal and external customers and how their role fits into SLAB and the wider public sector
· Understands customer needs and expectations and responds in a helpful and professional way
· Builds positive working relationships with customers, works to agreed timescales and standards of quality
· Takes responsibility to review and improve customer service, listening to and acting on feedback.
Information management  
· Uses a range of corporate systems, aware of security and organisational procedures
· Accesses, manages, stores and retrieves information through effective use of SLAB Information Systems
· Shares and presents information of all kinds in an appropriate format accurately and on time
· Contributes to the continuous improvement of Information Management Systems.
Communications and engagement  
· Contributes views, ideas and experience, identifying appropriate methods of communication and target audience
· Identifies and sources information to produce accurate numeric work and concise, well-structured written work using SLAB guidance
· Verbal communication is confident, contributing ideas concisely
· Inquisitive and actively listens, responding appropriately and using clarifying questions to test understanding.
Starting salary
This job is Grade 2 within SLAB, which from 1 April 2026, has a starting salary of £28,250. The maximum of the Grade 2 scale is £30,780, payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position which covers a two year pay period from 1 April 2025. Any future salary increases after 31 March 2027, either because of pay progression within Grade 2 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s pay policy.
Working pattern
The standard working week is 35 hours, totalling seven hours each day. Flexible work may be available but should be discussed.
If you are applying for a full time position on a part time basis (less than 35 hours per week), please give details of the number of hours and pattern of part time work you would be interested in. 
Other information
Your permanent place of work is located at: 
Thistle House, 91 Haymarket Terrace, Edinburgh EH12 5HE.
At SLAB, we have adopted a hybrid working approach that gives employees the flexibility to choose where they work, considering individual needs, business requirements, and job roles. We recognise the importance of supporting a healthy work–life balance and offer flexible working arrangements to help employees achieve this.
If you wish to learn more about us and our direct services, please visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.
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