
 
UNIVERISTY OF KINGSBRIDGE 

 

Job Description: HR Co-ordinator 

 
Principal Responsibilities 
 

1. Recruitment and Selection 
 
Support the recruitment and selection of new staff, ensuring a professional and 
efficient service is provided by: 

 
• Drafting advertisements and further particulars for vacancies for both 

Assistant and Academic Staff, ensuring that they meet current employment 
legislation 

• Liaising with managers to plan an effective recruitment campaign 
• Carrying out the necessary pre-employment checks  

 
2. General administrative support 

 
Provide administrative support to the HR team by: 
 

• Producing accurate and timely contract documentation, letters, and 
documents and instructing payroll of any payroll changes 

• Updating and maintaining the HR database to ensure that all data is accurate 
and up to date 

• Ensuring the administration and on-going maintenance of both HR electronic 
folders and personnel files 

• Work within the HR team to support general function  
 
Person Specification 
 
Qualifications, Knowledge and Experience: 

• Degree or equivalent 
• Certificate in Human Resource Practice (or working towards) 

 
Skills, Abilities and Competencies: 
 

• Some previous administrative experience 
• Excellent organisational skills, including the ability to plan and prioritise work to meet 

deadlines 
• Excellent written and verbal communication skills 
• Team working skills 
• Accuracy and attention to detail 

 
Application: 
 

• A brief covering letter summarising why you believe yourself to be suitable for the 
role and why the role appeals to you 

• A full c.v. 
 

 

 

 
 
 
 



 
Cover Letter Example 1 

Dear Sir or Madam,  

I have developed significant communication and organisational skills. These have been 
strongly developed from regularly managing diaries, setting up meetings, liaising with clients 
and candidates on a daily basis, as well as building strong working relationships with 
colleagues. I also believe I have excellent problem-solving skills and attention to detail. 
These skills will allow me to thrive in the position of HR Coordinator.  

In my current admin role, I regularly produce contractual documentation and write Terms of 
Business for each new client. Furthermore, I have experience working within payroll. 
Working at Western Recruitment, each week we have to assist the finance team with payroll, 
payslips and holiday accrual/pay. I was also exposed to significant experience managing 
and updating personnel files when working at a small charity. Here, I worked on the 
‘Paperless Project’ and ensures each candidate and client file was up to date on our CRM 
system.  

I am very interested in joining your company as I understand the training and opportunities 
that would be available to me would help me build a successful career in HR.  

Thank you for your consideration.  

Yours sincerely,  

Katie Gilbert 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Cover Letter Example 2 

1 Praise Avenue 
London 

WC1 1LS 
katiegilbert@hotmail.com 

07931211328 
The University of Kingsbridge 
Main Street 
Kingsbridge  
KB2 1TP         

November 2020 
 
 
Dear Sir or Madam,  
 
As a successful Business Management and HR graduate with a background in recruitment, I am now 
writing to apply for the position of HR Co-ordinator at the University of Kingsbridge.  
 
As I have previously undertaken an internship with a successful recruitment company, I know that I 
have a real interest in this field of work.  The fact that this position at the University of Kingsbridge 
merges recruitment with my degree subject of HR highlights why I feel this is a particularly well-fitted 
and exciting opportunity.  I not only have a deep-rooted interest in relocating to Kingsbridge, but the 
opportunity to work for one of the worlds leading higher education institutions is significantly attractive.  
Having now researched the University itself, I recognise I would be proud to work for an organisation 
that not only has numerous academic accomplishments, but has also achieved winning the ‘Gold 
Environmental Award’ and has proved commitment to improving students’ quality of life through the 
diversity and inclusivity campaigns you have been recently running.  Having been a student myself, 
these are impactful actions that I am particularly impressed by. 
 
My motivations for applying for this HR Co-ordinator position are further supported by the fact that I 
believe I am highly suitable for the role.  In my internship at Western Recruitment, I regularly 
participated in meetings that involved planning effective recruitment campaigns and I produced 
contractual documentation and wrote Terms of Business for each new client.  Furthermore, I assisted 
the finance team with payroll, payslips and holiday accrual/pay.  I was also exposed to significant 
experience managing and updating personnel files when working at a charity.  Here, I ensured that each 
HR file was up to date on the CRM system and filed appropriately.  Consequently, I feel that I will add 
value when discussing recruitment plans for the college, and will confidently deal with any changes in 
payroll, produce accurate contract documentation, and maintain the HR electronic folders and personnel 
files on the database within this Co-ordinator role at the University of Kingsbridge.  
 
Further to my HR specific skill set, I have developed significant communication and organisational 
skills.  These have been strongly developed from regularly drafting correspondence, managing diaries, 
setting up meetings and building strong working relationships with colleagues.  These skills, I believe, 
will allow me to thrive in the position of HR Co-ordinator as I appreciate the necessity to be able to 
work cohesively with other members of the HR team, as well as providing secretarial support for 
meetings, drafting advertisements and carrying out the general administrative tasks that will be 
necessary.  
 
I would welcome the opportunity to discuss my suitability and further skills in more depth in an 
interview setting and thank you for your consideration.   
 
 
Yours faithfully,  
 
 
Katie Gilbert 
 

mailto:katiegilbert@hotmail.com

