
  JOB DESCRIPTION 
 
 

Job Title People Assistant 

Reports to Associate Director, People 
Services & Improvement 

Department People Team 

Job Family Business 
Services  

Level 2 

 

About the School 

At London Business School, we strive to have a profound impact on the way the world does 
business and the way business impacts the world. Our departments work hard to ensure 
that we are continually delivering a world-class service, academic excellence an Our Vision is 
to shape a collaborative and diverse community, where talented people grow, realise their 
potential and deliver our School’s vision with pride.  

With thought-leading faculty and dynamic learning solutions, we empower both businesses 
and individuals by offering a transformational learning experience that will broaden their 
professional knowledge and global mindset.  As well as offering postgraduate courses for 
the business leaders of the future, we run open and customised executive courses for 
professionals and corporate clients that help leaders identify the future focus and strategic 
direction of their businesses.  

With London in our hearts, we draw from its status as a financial, entrepreneurial and 
cultural hub to attract a diverse range of students and faculty, creating an abundance of 
opportunities to network with industry experts and alumni worldwide. 

 

About the Department 

Our Vision is to shape a collaborative and diverse community, where talented people grow, 
realise their potential and deliver our School’s vision with pride.  

Our mission is to partner the School to optimize our culture, the way we organize ourselves 
and our employee experience; so we can attract, select, inspire and develop talented people 
and teams delivering world-class performance.  

The People Department provides a comprehensive range of People Services to professional 
services departments and comprises four main areas: Business Partnering and  three 
Centres of Expertise: Talent, encompassing Talent Acquisition, Talent Development, 
Engagement & Wellbeing, People Services encompassing Reward & Benefits, Systems, Data 
& Payroll, ER, Policy & Operations and Inclusion & Diversity.   
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The People team works closely with Heads of Departments and their people managers, 
supporting them to deliver their business goals through enabling and empowering their 
people. 

 

Job Purpose 

The purpose of this role covers two main areas: 

• Providing a professional generalist People Team service to the School and wider People 
team including end to end employment administration relating to our casual workforce 

• Managing the Casuals inbox and allocating, responding to and escalating queries 
according to nature of query  

 

Key Areas of accountability and Key Performance Indicators (KPIs) 

Key areas of accountability: 

Delivery and Support  

Generalist Areas 

• Provide first line support within the School for People Services team, solving routine 
problems and providing stakeholders with the information and/or understanding they 
need to deliver an excellent service.  

• Drafting/preparing new starter contracts for casual staff for any new roles, and any 
associated system and payroll updates/changes-ensuring work is accurate and 
completed in a timely manner  

• Creation and completion of new employee files ensuring that all files are accurate and 
completed. 

• Pre employment checks, including references and Right to Work Checks are completed 
for all new casuals 

• Auditing the files of existing casuals to ensure pre-employment checks are complete 
and to understand their correct employment dates and continuous service.   

• Managing the process for re-contracting of existing casuals if required 
• Liaison with L&D to ensure all new causals have access to the appropriate systems 
• Monthly report review, administration and tracking of: immigration, probation and FTCs 

and actioning (e.g. confirmation letters) or escalating appropriately. 
• All administration for casual leavers – including leaver letter, payroll actions, data entry  
• Provide People support for all causal employee/line manager People queries, solving 

routine problems and providing stakeholders with the information and/or 
understanding they need to deliver an excellent service, including signposting to the 
appropriate escalation point if necessary 

• Update causal employee records on all HR systems to ensure consistent and accurate 
recording, enabling efficient service delivery to all stakeholders and ensure MI data is 
accurate 

• Tracking and monitoring all required employment checks (including annual) for 
employees on a visa. Ensure iTrent, casual tracker spreadsheet and employee staff files 
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are up to date at all times to remain compliant with UKVI. Escalate potential issues in a 
timely manner 

Casual Enquiries 

• Manage the Casuals inbox. Establish nature of query and direct to appropriate team or 
person in People Team for action 

• Work with Associate Director, People Services and CI to ensure fair allocation of work in 
team 

• Work with Associate Director on ultimately introducing “myhelp” type ticketing system 
for triage of queries to People Services team 

Analysis and Reporting  

• Organise, upload into and monitor People Services systems, databases and records to 
ensure accurate recording and enable efficient service delivery to all stakeholders 
completed in a timely manner in line with established processes.  

• Collate information to produce regular standardised management reports to support 
decision making within the department.  

Collaboration and Support  

• Provide support to colleagues within and outside the team as and when opportunities 
arise, to promote collaborative working across the School.  

• Act as a point of referral for less experienced colleagues to help to resolve issues within 
the team.  

Project Management  

• Provide support to process optimization work in order to drive through system and 
process improvements which will benefit both the team and the business 

• Provide ad hoc support (e.g. research, coordination) to projects across People Services 
and the Strategic Business Partner team in support of project planning and 
implementation; sometimes taking the lead on defined project activities 

Financial Management  

• Accurately process invoices and input financial data into systems to support the tracking 
of team/department budgets.  

Process Improvement  

• Proactively and continually review relevant processes and systems within own area of 
work and make suggestions to improve efficiency.  

Change Management  

• Champion change by role modelling the behaviour expected from all colleagues, act in a 
resilient manner when responding to change, and proactively look for opportunities to 
support change to help embed it in the team and/or department.  
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KPIs: 

• High-quality support service provided to all stakeholders.  
• Production of high-quality, accurate materials and documents in a timely manner.  
• Timely response to and resolution of enquiries, requests and issues. 
• Accuracy of triaging queries ensuring a good ‘customer’ experience for the business  
• Accuracy and integrity of data in business systems and information in documents.  
• Development of relationships within and outside the team, and positive feedback from 

colleagues.  
• Positive feedback from project managers.  
• Compliance with processes, procedures and standards.  
• Accuracy of financial records.  
• Contributions to process reviews and operational improvements.  

Knowledge/Qualifications/Skills/Experience required  

• Further education or equivalent.  
• Excellent attention to detail and accuracy  
• Structured approach to work and ability to reprioritize workload and work to deadlines 
• Ability to identify and implement process improvements that will increase accuracy and 

efficiency 
• Ability to achieve administration volume, work allocation and process improvement 

work 
• Good knowledge of employment law, policy and process 
• Ability to resolve queries, signpost and escalate when needed 
• Good communication skills and the ability to address a variety of stakeholders.  
• Sound working knowledge of standard IT packages, systems and/or databases.  
• Experience of relevant HR software 
• Proactive approach to relationship development with colleagues.  
• Good project coordination and time management skills with the ability to organise and 

prioritise.  
• Good team working skills and the ability to work collaboratively.  
• Ability to interpret and apply guidelines to a specific activity.  
• Experience in standard financial management processes.  
• Experience of working in a customer facing environment.  

Resources including team management  

n/a 

Staff n/a 

Budgets n/a 

Date Updated 12.10.21 


