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Role Description & Person Profile

	Job Title

	People Services Administrator

	Reports to

	People Services Admin Team Lead

	Business

	AB Agri

	Location

	UK, Spain, Poland or Denmark

	Direct & Indirect Reports

	None




	Role Overview
Impact Statement 

	We are looking for a detail-oriented and proactive People Services Administrator to join our People Services team. Working within a HR shared services team, this role is pivotal in delivering high-quality HR support across the employee lifecycle. You will manage HR queries and employee changes, maintain accurate records and ensure compliance with local labour laws and GDPR while supporting process improvements and employee experience initiatives.
You will support HR administration globally, with a focus in Europe. Other HR Administrators are based in the UK, UAE and Spain. 
This is a remote/hybrid role, depending on location.


	
Key Responsibilities

	
HR Administration & Case Management
· Respond to HR, policy, learning and general queries via the case management system (ServiceNow), ensuring timely and accurate resolution.
· Work within HR shared services, focussing on high quality delivery for customers.
· Maintain and update process notes and documentation.
· Manage employee changes (e.g. promotions, moves, terminations) and ensure accurate data entry in HRIS (SuccessFactors) and Payroll (ResourceLink).
· Support onboarding for new employees, including starter paperwork (Eploy).
· Administer psychometric tests and manage related documentation.
Systems & Data Management
· Use ATS (Eploy) for onboarding-related processes and maintain data integrity across HR systems.
· Create and maintain employee records in HRIS and manage employee data files in line with GDPR requirements and local data protection legislation.
· Managing changes and input into Payroll (ResourceLink).
· Generate reports and ensure high data quality for payroll and compliance purposes.
Financial & Compliance
· Manage invoices and liaise with finance teams for timely processing.
Projects & Continuous Improvement
· Support ad hoc HR projects and contribute to process improvement initiatives.
· Collaborate with stakeholders to enhance employee experience and operational efficiency.


	
Key Stakeholders

	
Jess Linnell – People Services Manager
Becky Edwin – People Services Admin Team Lead


	Other Factors
Travel, shift pattern, working hours, Licence type etc.
	Languages 
· English (fluent)
· Desirable - Fluency in one or more of the following: Polish, Danish, Spanish or Dutch.
This is a remote/hybrid role, depending on location.






Person Profile

	Required experience, qualifications, and necessary knowledge 

	Essential
	Desirable

	
· Experience: Proven experience in HR administration, particularly in a HR shared services environment.
· Knowledge: Strong understanding of labour laws across Europe.
· Technical: Experience using HRIS (ideally SuccessFactors), ATS and MS Excel.


	
· Experience in HR shared services.
· Experience managing changes and input into a Payroll system, ideally ResourceLink.









	
Key Behaviours

	
· High attention to detail and accuracy.
· Ability to prioritize effectively and manage multiple tasks.
· Strong stakeholder management and communication skills.
· Comfortable working in a team and independently.
· Inquisitive, proactive and willing to challenge the status quo.
· Resilient and productive in repetitive tasks.
· Mindset: Customer-focused, improvement-oriented and process-driven.
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