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Human Resource Administrator
Job title: Human Resource Administrator
Location: Diocesan Offices (with occasional travel across the Diocese)
Terms: Permanent/Part-Time – 21 hours per week
Salary: £25,000 - £30,000 p.a. (pro -rata) (depending on experience)

About the role: The Human Resources Administrator provides efficient and effective administrative support to the Human Resources function, ensuring that HR processes are carried out accurately, consistently, and in compliance with employment legislation and organisational policies. The role supports the full employee lifecycle and acts as a first point of contact for routine HR queries.
Working closely with staff, clergy and parish representatives and volunteers, the post-holder supports the development of HR capability within the Archdiocese and parishes, ensures compliance with employment law, diocesan policies, and the development of consistent HR practices across the Diocese.
For further information see the job description and person specification that can be found on the Archdiocese website at Jobs & Volunteering Opportunities | Birmingham Diocesan Trust
Working for the Archdiocese, you will meet many people from different walks of life. We welcome applications from all faith/non-faith backgrounds creating a culture of respect, openness, and a commitment to embracing the diocesan vision and building positive relationships regardless of your faith/non-faith background.
Applications including a CV and supporting statement to be submitted to the HR department to julia.hale@rcaob.org.uk by 10am on Friday 19th June 2026.
Shortlisting:  w/c Monday 22nd June 2026
Interviews:  Tuesday 30th June 2026
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