MANCHESTER

YOUTH ZONE ¢

Be the Difference — Work for us and
help change young lives
HR Administrator

QHarpurhey, Manchester @ 8 hours per week £18,200 pro rata

We’'re looking for an HR Administrator who can help maintain our organisation’s HR
processes.

As our HR Administrator, you’ll work in our busy Manchester Youth Zone ...

The Manchester Youth Zone first opened to young people in 2012 as an independent charity
then named The Factory Youth Zone. Being located in the heart of North Manchester in
Harpurhey enables us to reach those young people who need “Somewhere to go,
something to do and someone to talk to”. We currently have around 2,100 members with
over 1,000 visits by young people each week to the Youth Zone.

We work with young people aged 6-19 and up to 25 for those with additional needs,
offering provision during the day for targeted young people and each evening for universal
provision. The Manchester provides a timetable of positive activities, practical support and
personal development opportunities, especially for those who are disadvantaged.

The Manchester Youth Zone has an excellent reputation in a number of areas including
safeguarding, working with young people who are “at risk” of criminal exploitation,
mentoring and employment skills. We have invested strongly in partnership working,
becoming a community asset responding to the needs of young people and the local
community of North Manchester.

We work with a number of youth organisations in North Manchester to develop and
strengthen youth services in the area. As the largest single youth provider in North
Manchester MYZ accepts its leadership responsibility for the sector in growing youth
provision across the North in terms of quality and reach. We aim for a rich diversity of
provision available to all young people and able to meet their needs.

If you’re passionate about providing an exceptional service to young people and our staff
team, we’d love to hear from you!



STUFF
WE'LL

YOUR RESPONSIBILITIES

You'll be responsible for ensuring all staff files are complete and kept up to date, notifying
the Head of Business if anything is missing or due.

It will be your responsibility to process DBS checks for new starters and make sure current
staff members have their checks renewed when due.

You will ensure staff who need uniform receive it, and notify the Finance Administrator of
any payment needed.

Carry out a training needs analysis for the staff team.

You will keep track of when staff reach key dates, such as the end of their probationary
period, or eligibility for certain cover, and notify line managers.

You’ll maintain our Salesforce Database with all staff details.

You'll organise our reception rota.

Make sure the staff board is kept up to date.

Ensure line managers have the correct information for any new starter including induction
packs.

STUFF

YOU TELL




BENEFITS
&

ONSITE GYM PAID R&R

PENSION LUNCHES



http://www.manchesteryz.org/vacancies
http://www.manchesteryz.org/

