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Job Advert

HR Administration Assistant
Hartlepool
Permanent 
Hours per week: 18.5 (0.5 FTE)
Actual Annual Salary £12,973 
FTE: £25,947

We are seeking an enthusiastic and highly organised HR Administration Assistant to join our HR team. This is a varied and fast-paced role, providing essential administrative support across a range of HR activities including recruitment, onboarding, employee records, absence management, training administration, and general HR processes.

The successful candidate will be someone who thrives in a busy environment, has excellent attention to detail, and can confidently manage a high volume of work while maintaining accuracy. The role requires the ability to quickly switch between tasks, respond to changing priorities, and effectively balance multiple deadlines throughout the day. Previous HR or administrative experience would be beneficial, and experience within the education sector would be advantageous, although not essential.

We are a supportive and collaborative team that genuinely values the wellbeing of our colleagues. We understand the importance of creating a positive working environment where people feel supported, respected, and able to succeed. Above all, we are looking for a proactive and adaptable individual with strong organisational skills, a positive attitude, and a commitment to delivering an excellent service.

We are a supportive team that values a positive working environment and are looking for a proactive, adaptable individual with strong organisational skills, a positive attitude, and a commitment to excellent service.

[bookmark: _Hlk171494012]What will you get if you join us?
· Work for an institution that supports work-life balance, and cares for the wellbeing of staff;
· Staff development opportunities; 
· Generous annual leave;
· Free confidential counselling service and physiotherapy;
· Free eye tests and contribution towards glasses for VDU use;
· Free IT products including Microsoft Office and Adobe Creative Cloud;
· Professional fees paid by the School;
· Staff recognition awards
· Free car parking and access to other staff benefits; and 
· Access to the Local Government Pension scheme

[bookmark: _Hlk171494066]To download the application pack, please visit https://northernart.ac.uk/careers/ 

[bookmark: _Hlk233626963]Closing date for receipt of completed applications 12 July 2026

[bookmark: _Hlk171494075]Please send your completed application to jobs@NorthernArt.ac.uk
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