

HR & People Assistant 





Location: Darlington
Reports to: Head of HR (People & Culture) 
Role Type: Permanent, Full-time 
Role purpose
The HR & People Assistant will support the delivery of an effective, responsive and engaging People & Culture service across NEP, providing practical support across the employee lifecycle while developing the knowledge and skills required for a career in HR. 
Reporting to the Head of HR (People & Culture), the role will provide exposure to a broad range of HR activities, including recruitment, onboarding, employee relations, performance management, learning and development, employee engagement, wellbeing and people data. 
This is an opportunity for someone at the beginning of their HR career who is keen to learn, take responsibility, and develop their professional capability within a growing organisation. Previous HR experience is not essential; we are looking for someone with the right attitude, strong organisational skills, sound judgement, and a genuine interest in people and the workplace. 
The successful candidate will work closely with the Head of HR (People & Culture), gaining practical experience, guidance and coaching while progressively taking ownership of routine HR activities. The role may be supported through a recognised HR apprenticeship and/or CIPD qualification, subject to the agreed development route. 

What You'll Deliver 
HR operations & Employee Lifecyle 
· Support day-to-day HR administration and activities across the employee lifecycle, from recruitment and onboarding to employee changes and leaver processes. 
· Maintain accurate employee records, HR systems, and documentation, ensuring information is handled securely and confidentially. 
· Prepare HR letters, documents, reports, and other employee-related correspondence. 
· Respond to routine employee and manager queries, seeking guidance from the Head of HR (People & Culture) where appropriate. 
· Support the consistent application of HR policies, procedures, and processes. 
Recruitment & Onboarding 
· Coordinate recruitment administration, including vacancy preparation, interview scheduling and candidate communications. 
· Support hiring managers to deliver an organised and positive candidate experience. 
· Assist with pre-employment checks and recruitment records. 
· Coordinate onboarding and induction activities, helping new starters feel welcomed and supported. 
· Maintain recruitment trackers and support the ongoing improvement of recruitment processes. 
Employee Relations & performance
· Provide administrative and practical support for employee relations matters, including absence, performance, conduct and capability. 
· Help prepare documentation, organise meetings, maintain records, and track follow-up actions. 
· Support managers in following established HR processes, escalating sensitive or complex matters to the Head of HR (People & Culture). 
· Assist with performance review cycles, objective settings, and associated documentation. 
· Develop knowledge of UK employment legislation, employee relations and good HR practice through practical experience and guidance. 
Learning, Engagement & Wellbeing 
· Coordinate training activities and maintain learning and development records. 
· Support employee engagement, wellbeing, and recognition initiatives. 
· Assist with internal people in communications, events, and activities. 
· Help gather employee feedback and coordinate actions arising from engagement initiatives. 
· Contribute to a positive, inclusive and supportive employee experience aligned with NEP's values. 
People Data & Continuous Improvement 
· Maintain accurate HR data, trackers, and compliance records. 
· Assist with preparing people's reports and management information, including headcount, recruitment, absence and training data. 
· Support the Head of HR (People & Culture) with people-related projects, presentations, and reporting. 
· Help maintain HR policies, templates, guidance, and employee resources. 
· Identify opportunities to improve HR processes and ways of working, contributing to a consistent and effective People & Culture service. 
Learning & Professional Development 
· Work closely with the Head of HR (People & Culture) to develop practical HR knowledge, skills, and professional confidence. 
· Participate in a structured development plan, with opportunities to undertake an appropriate HR apprenticeship and/or CIPD qualification. 
· Take ownership of agreed learning objectives and apply learning to workplace activities. 
· Seek feedback, ask questions, and take responsibility for routine HR activities. 
· Develop an understanding of NEP's business, organisational priorities and the role of People & Culture in supporting business performance. 
What You'll Need to Be Successful 
· A genuine interest in HR, people management and developing a career in People & Culture. 
· Strong organisational skills and attention to detail. 
· Good written and verbal communication skills. 
· A professional, approachable, and helpful manner, with the ability to build positive working relationships. 
· The ability to manage competing priorities, meet deadlines, and maintain accurate records. 
· Confidence using Microsoft Office, particularly Word, Excel, Outlook and PowerPoint. 
· A proactive attitude, willingness to learn and confidence to ask questions. 
· The ability to handle confidential information responsibly and discretion. 
· Good judgement and an understanding of when to seek guidance or escalate an issue. 
· A collaborative approach, with a genuine interest in supporting employees and managers. 
What Success Looks Like 
Success in this role will mean: 
· Employees and managers receive responsive, professional, and helpful HR support. 
· Recruitment, onboarding, and other employee lifecycle activities are coordinated effectively. 
· HR records, documentation, and people's data are accurate, secure, and up to date. 
· HR processes are followed consistently, with appropriate guidance sought on more complex matters. 
· People's initiatives and projects are delivered effectively. 
· The individual develops their HR knowledge, professional confidence, and ability to take ownership of routine activities. 
· The People & Culture function continues to improve its processes and the service it provides to the business. 
Previous HR experience is not essential. Experience in administration, customer service, recruitment or another people-focused environment would be beneficial. 
A degree or previous HR qualification is not essential. The role may provide an opportunity to work towards a recognised HR qualification through an apprenticeship and/or CIPD study, depending on the agreed development route and eligibility. 

Our Values 
The HR & People Assistant will be expected to demonstrate NEP's values in all aspects of their work.
· Safety – Protecting people, assets, and the environment. 
· Care – Supporting colleagues and contributing to a positive working culture. 
· Integrity – Acting honestly, professionally and responsibly. 
· Collaboration – Building relationships and working together to achieve shared objectives. 
· Accountability – Taking ownership, following through commitments and delivering work to a high standard. 
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