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	Job title
	Admin Assistant (Talent)
	Date  

	Reports to (title)
	
	

	Contract/Department
	
	Revision 

	Location
	
	



Job purpose
Describe the overall purpose of the job in two or three sentences.

	Role overview:
The Talent Administrator provides essential administrative and coordination support to the internal Talent team, ensuring smooth delivery of recruitment, onboarding, talent initiatives, and colleague experience activities. This role supports Talent Business Partners by managing key processes, maintaining data, and ensuring an organised and efficient candidate and colleague journey.




Duties/responsibilities/accountabilities/deliverables
List the main aspects of the job, with an emphasis on duties and responsibilities for junior roles, and accountability's and deliverables for more senior roles.
	What you’ll do:
· Provide day-to-day administrative support to Talent Business Partners and the wider Talent team.
· Maintain accurate Talent-related data and documentation, ensuring systems and trackers are up to date.
· Prepare reports, dashboards, and summaries to support Talent decision-making and workforce planning.
· Manage the Talent team inbox and respond to routine queries promptly and professionally.
· Coordinate the end-to-end interview process, including scheduling and candidate communications
· Maintain accurate data within the Applicant Tracking System (ATS).
· Support the delivery of a positive candidate experience by providing timely updates and clear communication.
· Liaise with hiring managers to ensure they have the information needed throughout the recruitment process.








Resource responsibilities
Indicate the typical number of direct reports, financial responsibility, control over subcontractors              and any responsibility for assets, systems or outsourced services.

	None






Person specification
Describe the knowledge, skills, qualifications, personality and experience required for the job.

	Who you’ll be:

Strong administrative background, ideally within recruitment, talent, or a people-facing environment.
· Excellent organisation and time-management skills.
· High attention to detail and accuracy in documentation and data management.
· Strong written and verbal communication skills.
· Proficiency in MS Office and confidence in learning new systems.
· Experience using an ATS or recruitment system.
· Background in internal recruitment coordination or Talent operations.
· Understanding of candidate experience best practice.
· Experience supporting internal mobility or talent development programmes.








Other factors relevant to the job
Enter any additional information which the job holder would need to know, for example: requirement for UK-wide travel, shift patterns, night working, call outs etc.

	




	Line Manager
Signature
	

	Print Name
	

	Date
	




	Job Holder
Signature
	

	Print Name
	

	Date
	





	FOR HR USE ONLY:


	Job Grade
	
	EMCOR Competency Level
	
	Training Profile UTC
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