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Role: HR Shared Service Centre Administrator
Business: Workdry
Issue Date: June 2026



Role: HR Shared Service Centre Administrator

Business: The Workdry Group

Location: Chandlers Ford

Position Purpose:	To deliver timely, accurate and consistent HR administration across the full employee lifecycle. The HR Shared Service Administrator supports Recruitment, L&D, Employee Relations and Reward activities, ensuring smooth experience for managers and employees. Each administrator will hold a primary specialism while also being cross trained to support other areas and provide cover across the team.

Responsible To:	HR Shared Services Manager

Responsible For:	n/a

Regular Contacts:	External	Suppliers
Benefits providers

			Internal	HR Business Partners
ER Team Recruitment Team 
L&D Team Payroll
HR Leadership Team
People Managers
Employees of Workdry UK


Main Responsibilities:

General Administration
· Prepare and issue offer letters, contracts, variations and standard HR correspondence
· Process new starters, leavers and employee changes in HR systems
· Maintain accurate employee records and ensure compliance with data protection
· Support probation tracking and reminders
· Manage reference requests and employment verifications
· Provide frontline support via the HR inbox, triaging queries and escalating as appropriate


Recruitment Administration
· Coordinate interview scheduling and candidate communications
· Carry out pre-employment checks including Right to Work and references
· Prepare offer packs and onboarding documents
· Maintain recruitment trackers and reporting

Learning & Development Administration
· Book internal and external training and manage logistics
· Maintain training records and ensure compliance completion is tracked
· Support apprenticeship administration
· Produce L&D reports and monitor evaluation returns
· Assist with coordination of development programmes and learning events
Systems, Data & Reporting
· Ensure accurate data entry and maintenance across HR systems (e.g., iTrent, Eploy, L&D platforms)
· Produce regular MI reports and dashboards relating to recruitment, onboarding, training and lifecycle metrics
· Lead periodic data audits to maintain integrity and compliance across employee records

Reward & HR Systems
· Support Reward with employee benefits administration (joiners, leavers and changes) for PMI, medical cash plans, bonus scheme memberships, long service awards and any other benefits as required.
· Support Reward with quarterly and annual cycles such as pay review, holiday buying, benefit renewals, salary surveys and bonus scheme administration.
· Run basic HR system reports and assist with data audits
· Maintain data accuracy across systems

Shared Service Team Responsibilities

· Provide cover for colleagues across recruitment, L&D and HR admin during absence or peak workload
· Follow standard operating procedures and contribute to continuous improvement efforts
· Maintain high standards of confidentiality, accuracy and customer service
· Support the Shared Service Manager with projects, reporting and process enhancements

The main responsibilities are outlined above. This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require



Qualifications, Experience and Personal Attributes:

Essential:
· Strong numerical and organisational skills with the ability to manage multiple tasks 
•	Confident using Excel and its common formulas (SUM, COUNT, IF, VLOOKUP etc)
•	Ability to handle sensitive information with discretion

Beneficial:
· Experience in HR, Recruitment or L&D administration preferred, especially Benefits or Finance admin experience
· Excellent attention to detail and accuracy
· Strong written communication and customer service skills
· Comfortable working with HR systems, Eploy and learning platforms
· Proactive and flexible approach, able to work as part of a close-knit team
The Workdry Group is a trading name of Workdry International Limited (company number 09182271). 
Registered office: 32-36 Bournemouth Road, Chandler's Ford, Eastleigh, SO53 3ZL.​
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