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Job Description 

1. Job Details
	Job Title:
	HR Administrator (Maternity Cover)
	Duration of Appointment:
	Fixed Term to 31st December 2026.

	Section:
	Professional Services – Human Resources
	Grade and 
Job Family:
	Grade 4
Management, Specialist and Administration job family.

	Line Manager:
	HR Operations Lead

	Full Time/Part Time:
	Part Time – 26 hrs per week over 4 days.   To support periods of busy recruitment, hours may be increased for short blocks of time.  



2. Job Purpose
To carry out a range of administrative activities supporting the HR operations including recruitment, induction and probation, update and maintain HR digital records and carry out priority HR administrative tasks.  You will also support other areas of the business, providing support, as required.

· For three working days, Tuesday to Thursday, you will support HR operational activities for 20 hrs per week.  Hours should be completed between 0900-1700. (Please note - these are preferred working days but open to discussing other options),
· For one working day, Friday, you will support SAMS Ocean Explorer Centre 
6 hours – 1000-1600 hrs – fixed work pattern.

3. Main Responsibilities
		
Role Description
	Approx. %
of time

	Recruitment, Induction and Probation:
· Source advertising job boards/media channels appropriate for each vacancy – working with recruitment panel leads. Actively monitor job postings to ensure a return of quality candidates for each recruitment exercise.
· Collate applications and manage sifting and interview processes. Represent HR on both sift and interview panels.
· Prepare offers of employment, contracts of employment, set up employee files for new recruits.
· Conduct HR inductions with new employees and monitor staff probationary process.
· Support HR Operations Lead during Visa application process, as required.  
· Assist with casual employment requests as well as student internship enquiries.
	40

	HR database – updating records – update along with line manager the following:  Recruitment website, Ciphr (HR database), UHI Brightspace and Metis, UHI records, HR intranet.
· Ensure accurate record keeping at all times – includes creating new records, updating existing records, closing off leaver records.
· Maintain annual leave records - This will involve calculation of new allocations each leave year, revising allocations throughout the year due to changes (hours and work patterns), starters and leavers and production of monthly leave reports
· Ensuring records on HR self-service tool are approved timely and working with line managers to achieve this.
· Able to design and run HR reports for various organisational exercises, as required.
· Assist staff with occasional training on self-service tool and follow up on any HR database queries.
· Update records on other databases as required.
· Maintain records in line with GDPR guidelines.
	15

	General HR Administration duties:
· Preparation of documentation for new starters/leavers completed timely for HR payroll. 
· Respond to general staff queries within own work remit.
· Assist HR team with general administrative tasks such as updating training records, ordering of stationery/stocks.
	15

	Payroll support:
· Run a small monthly payroll.
· Prepare employee benefits information for inclusion in payroll – childcare vouchers, technology, payroll giving.  
	5

	Project support work:
· Contribute to new HR projects. 
	5

	Provide wider support to SAMS:
· Provide occasional reception cover for breaks/absences (answering internal and external calls and greeting external visitors.  Assist with events at SAMS.
· Provide support to SAMS Ocean Explorer Centre (OEC) – 6 hrs (10:00 – 16:00) on a Friday - support to visitors, customer queries, provide information on our science displays and assist with events being held in OEC related to science.
	
5



15

	Be pro-active in the management of SAMS Health & Safety procedures.
	Ongoing



	



4. Planning and Organising
· Able to plan and organise own workload and assist HR team with tasks where necessary.
· Plan recruitment exercises occurring throughout the year, liaising with HR Operations Lead and stakeholders to ensure timely processing.
· Able to identify changing priorities related to business need and respond flexibly.
· Able to plan HR work Tuesday to Thursday as well as OEC activities on a Friday.

5. Problem-Solving
· Able to manage own day-to-day tasks and resolve associated problems within own work area. 
· Handle queries in relation to HR database providing written/verbal outputs as required.
· Able to identify problems, clarify the component elements and either resolve or seek support from HR Operations lead in a timely fashion.
· Able to use initiative and work through problem issues, finding resolutions.
.   
6. Decision-Making
· Able to make decisions on day-to-day tasks, referring complex queries to HR team.
· Able to follow instructions, respond to management direction.

7. Key Contacts/Relationships  
· The post holder will work closely with HR and Reception teams.
· Will have contact with other Professional Services staff.
· Communications team – OEC.
· Will have contact with scientific recruitment panels as well as candidates.
· The post holder will be the primary point of contact for their area of work.

8. Knowledge, Skills and Experience needed for the Job
· Has experience of working in a busy office and has already been exposed to and enjoys a varied and changing workload.
· Some experience of working in a professional environment and able maintain confidentiality at all times.
· Able to work independently on day-to-day tasks but still complement a team environment.
· Able to prioritise and keep on top of tasks and produce accurate timely information.
· Flexible to the needs of the role – able to deal with the unexpected.
· Excellent ICT skills – will use HR database on a daily basis and must be able to easily converse with electronic data as well as run regular reports. In addition, must be comfortable with Word, Excel, Outlook, Teams, OneDrive and databases.
· Must be able to communicate clearly both written and orally so as to communicate with employees, members of the HR team and at interviews, inductions and other meetings.

Desirable:
· CIPD Certificate in HR Practice or Human Resource/Business degree, with an interest in a career in HR  or widening your business knowledge and transferrable skills.
· Relevant work experience in HR.
· Graphics skills – able to design eye-catching recruitment advertisements.
· Some interview experience.
· Marketing – able to showcase SAMS advertisements and reach particular audiences.

9. Dimensions – Scope of role 
Desk-based with attendance at meetings/interviews.  Role is primarily focused on recruitment, induction and probation, updating HR database and other HR records, supporting a number of HR administration functions as well as other areas of the business. Must be reliable and able to attend regularly as HR is a small team.

The role dynamic may vary depending on recruitment demand each year.

What can SAMS offer you?
Please right click and select ‘open in new tab’
Our Values and culture
We strive to be a world-class marine science enterprise that underpins regional, national, and international policy, and societal action to secure healthy and sustainable oceans.
As a workforce, we have a strong family and team culture, helping each other to achieve our goals.
Remuneration
We offer a competitive salary and pension as well as employee benefits package.  We also have a number of supportive policies to assist absence, family, and other leave types.
Career Goals
SAMS provides a supportive learning and career growth environment for those looking for that next step in their career or upskill in the workplace. This may be through opportunities to develop techniques, learn more about the science objectives for the group, gain some tutorial opportunities, as well as attend meetings and CPD events.


We’ll provide you with a good start as you join SAMS
SAMS provides an excellent induction which is a great introduction to the organisation, the facilities, your department and team, and provides that support that you need over the early months joining a new organisation. We will also provide you with office space, computing equipment and ensure this is ready for you on your first day of work.  
Employee Benefits
In addition to a general remuneration package which includes a generous salary, pension, and sickness absence policy, we offer a number of employee benefits to our staff, some of which are listed below:

· Flexible & Hybrid working arrangements (up to 2 days working from home) – will depend on role dynamic.
· Purchase of additional annual leave – up to 20 days per annum
· Access to shopping discounts as well as local shop and leisure discounted memberships
· Cycle to work scheme
· Purchase of technology 
· Payroll Giving 
· Salary Sacrifice – pensions
· Access to wellbeing portals which provide support for mental health, nutrition and fitness and GP referral scheme
· Occupational health support
· Welfare support on site
· Sabbatical scheme
· A number of training and development courses to assist you with your career development – leadership, coaching and mentoring.
· Free car parking
· Electric car charge points on-site

SAMS’ commitment to gender equality has been recognised, as our institute was presented with an Athena SWAN (Scientific Women’s Academic Network) Bronze Award and is currently working towards Investors in Diversity accreditation.

SAMS follows Fair Work Practices.

SAMS is a Real Living Wage Employer.

As an Academic Partner of the University of the Highlands & Islands (UHI), SAMS is designated as an educational establishment and subject to the provisions of the Protection of Children (Scotland) Act.  Certain roles may be subject to a satisfactory check by Disclosure (Scotland) as a condition of their appointment.

Applications must include CV and Cover Letter and should be sent electronically to recruitment@sams.ac.uk quoting Job Ref. ‘D14/25.KC’ in the subject line.
The closing date for applications is 23rd November 2025.
Interviews to be held on 2nd December 2025 on-site at SAMS.
Please note, we prefer to contact referees prior to interview.
Guidance for Applicants 
This position unfortunately does not meet the minimum requirements for sponsorship to work in the UK.  You must therefore have the rights in place to work in the UK already.
Your application – what are we looking for?
We are looking for a full CV – please remember to document all your relevant work experience, listed with the most recent first. You should also include your educational achievements with your most recent qualification first.  You should include skills and competencies gained from previous employment or education.  This should be specific to the job description.  Also, please include details of two referees, one referee at least from your current role, who we may contact if invited for interview.    

We enjoy reading cover letters and these are an important part of the application.  In the letter, connect your past accomplishments with the requirements listed in the job description. Focus on your most relevant experience, qualifications, and skills. Where possible, quantify your accomplishments with facts and data.  
 Useful links 
· How to write a flawless cover letter (please right click and select open in new tab)
· How to write a CV (please right click and select open in new tab)
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