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	Job Title
	People Administrator

	Function / Department
	HR-Payroll-Reception

	Location
	Milton Keynes – Hybrid

	Reporting To
	Katie Oliver-Clayson, HRIS & People Admin Manager

	Direct Reports
	None

	Date
	December 2025



	[bookmark: _Hlk138086315]JOB PURPOSE & RESPONSIBILITIES

	Job Purpose:
This role plays a vital part in ensuring data integrity and creating an exceptional colleague experience. Delivering accurate, efficient people processes across the entire colleague lifecycle, ensuring compliance with organisational and legal requirements. Working collaboratively with Domino’s colleagues and the People team, providing a professional, customer-focused service that not only drives business success but also inspires and engages our people.
The People Administrator acts as the first point of contact for queries, undertaking all activities within defined processes, procedures and SLAs ensuring all processes are executed with efficiency and accuracy.



	Key Responsibilities/Job Tasks:
Employee Lifecycle Administration
· Prepare and process documentation for new starters, leavers, and internal changes.
· Coordinate onboarding and offboarding activities, ensuring timely system access.

HR Data Management
· Maintain and update HR systems with accurate employee data aligned with payroll processing calendar.
· Process new starters, leavers, and internal changes within the HR Systems.
· Generate reports for compliance, audits and as ad hoc as required.
· Ensure GDPR and data protection standards are met at all times.

Policy & Compliance Support
· Ensure all HR processes adhere to company policies and employment legislation.
· Maintain Right To Work compliance for all colleagues. 

Stakeholder Support
· Provide quality responses to queries from employees and managers in a timely manner.
· Liaise with internal and external providers (e.g. ER, payroll or benefits) as required.

Continuous Improvement
· Identify opportunities to streamline administrative processes.
· Contribute to HR projects and initiatives to enhance service delivery.


	Financial Scope/Operating Budget/Revenue (P&L) (If Applicable) n/a
Please complete if this job has financial responsibility?
Not Applicable



The following sections consist mainly of a series of questions related to specific skills/job requirements.  You should focus on the role rather than the individual when considering the most appropriate answer and should base the response on what you consider to be the normal features of the job which are typical of the job and its usual working conditions over the year.

	SKILLS & JOB REQUIREMENTS

	Strategic Responsibility
Please provide details of the level of responsibility the role has for setting strategy: (Please indicate if a role has accountability for setting or inputting into a specific strategy e.g., a Functional Strategy, please confirm if it is Significant)

Not Applicable

	Business Knowledge
Please provide details of how much business knowledge the role requires as a minimum requirement i.e. how much internal knowledge of the business is required, and how much if any external commercial awareness is required? Which teams does the role work closely with?

Understands policies and procedures and our structure to know who to approach when handling tasks.

	Problem solving
Please provide details of how the role resolves problems/issues on a daily basis: e.g. Does the role use straightforward common sense? Does the role make straight forward judgements and is guided by precedents? Does the role evaluate multiple sources of information in complex or novel situations?

Use common sense and escalate accordingly when dealing with new or precedents tasks.

	Decision making
What level of decision making is required of the role and on what decisions does it impact? E.g. there is little requirement for decision making in the role, or role makes decisions within defined procedures, or role makes decisions outside of established procedures but within a policy framework, or role makes decisions within broad business guidelines where there are few or no policies available.

This role makes decisions within defined procedures

	Communication
Please outline the type of communication skills required: e.g. is basic common courtesy required, or regular exchange of factual information, or are influencing or negotiation skills required as an essential requirement of the role?

Regular exchange of factual information with consideration on internal and external stakeholders.

	Innovation
To what extent does the role contribute to and manage change, e.g., suggest improvements to products/processes or contributes useful ideas or regularly recommends improvements on existing procedures and quality within own area, or develops/adapts new existing processes for increased quality/efficiency or continuously searches for improvements in techniques which add value to the business and has full responsibility and accountability for implementing these.

Suggest improvements to products/processes and contributes useful ideas. 



Please summarise the levels of minimum education, knowledge, skills and experience this position requires (e.g., if you would be recruiting to fill this position, what aspects of background or knowledge would you expect a successful job applicant to have?)

Note: This may differ from the current job holder’s own skills and experience

	JOB SPECIFICATIONS

	Degree/Professional Qualification
	
· CIPD level 3 qualified (or equivalent) or working towards is desirable


	Knowledge
	· Previous experience within an HR administrative role is desirable
· Good knowledge of Microsoft packages such as word, outlook and excel is expected
· Good understanding of GDPR and how to apply this in practice is essential


	Skills/Ability
	Detail-oriented mindset with the ability to handle sensitive and confidential information with discretion. 

Good organizational and planning skills with the ability to prioritise workload, understanding the impacts of such decisions whilst adhering to broader deadlines

Good communication and interpersonal skills to effectively collaborate with stakeholders at all levels. 

Ability to manage multiple priorities and deliver to competing deadlines. 
Adaptable to change and comfortable working in a dynamic environment. 

Demonstrates a collaborative approach, working effectively with colleagues across all levels to achieve shared goals and deliver exceptional results.
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