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Briar Chemicals is focused on providing the best contract manufacturing and site services to 

customers in the agrochemical, fine and specialty chemical industries. Based in Norwich, 

Norfolk, Briar Chemicals is a leading large scale chemical company delivering customers’ 

needs utilising its broad asset and technology base underpinned by its quality driven project 

management. 

 

We have an exciting opportunity for a Human Resources Administrator to join our business.  

 

As HR Administrator you will play an important role in supporting the processes, procedures 

and systems that ensure compliance with legislation and Company standards. You will use 

HR systems and tools to record, action and analyse HR information and gain understanding 

of the role of HR in our organisation.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Vacancy - HR Administrator  

Within this busy HR department, the successful candidate will provide organisational and 

administrative support to the HR and Training functions. Typical responsibilities include:   

 Handling day-to-day enquiries including those non-routine tasks, and provide HR advice 

and solutions in line with Company policy and current employment law.  

 Take ownership of the HR inbox and ensure all enquiries are responded to in a timely 

manner. 

 Maintain and administer HR systems, inputting, updating and reconciling data to ensure 

that information held within the system is current and accurate, ensuring integrity and 

confidentiality of personnel information and records. 

 Support the recruitment and on-boarding process from publication of advert to offer of 

employment and the organisation of employment reference checks. 

 Collate and record attendance information including production of Absence reports. 

 Ensure all employee files are up to date and compliant with data protection regulations. 

 Assist with the administration of employee benefits. 

 Assist with employee learning events including Induction, liaising with appropriate 

departments, scheduling personnel, and booking rooms.  

 Provide general administrative support including production of letters, reports, 

presentations, announcements and processing invoices for payment. 

 Prepare training course materials including portfolios, training guides and handouts. 

 Maintain own CPD by keeping up to date with legal, policy and process changes 

relevant to the role. 
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Your Qualifications / Experience 
 

 Essential - demonstrated HR experience with a good understanding of HR policies and 

procedures. Educated to A-Level standard. Strong administration skills, with a high 

standard of spelling, grammar and numeracy. Proficient in MS Office - particularly 

Word and Excel. 

 Desirable – Level 3 CIPD qualification. Experience working in a fast-paced 

manufacturing environment.  

 

Key requirements for the role: 

 

 Honesty and integrity 

 Excellent interpersonal and written communication skills with the ability to 

communicate at all levels 

 Strong organisational skills and the ability to manage multiple tasks and achieve 

deadlines. 

 Excellent attention to detail and high level of accuracy 

 Team player with an ability to work on own initiative within the parameters of their role  

 Driven and self-motivated 

 Friendly professional manner  

 

Additional Information 

 

You will be working with both internal and external customers so the successful candidate is 

required to have a customer focussed attitude. 

To succeed in this role, you will also need commitment, strong work ethic and adaptability. 

An understanding of the confidentiality and sensitivity of the nature of the role is fundamental.  

This is a busy and varied role so the flexibility to take on tasks as required is essential.   

All our employees are committed to act in line with our core values; Safety, Integrity, 

Teamwork and Engagement.   

 

This is a full time role - Monday to Friday, 39 hours per week. 

 

What we can offer you 

 

In addition to a competitive salary, we offer the following benefits: 

 

 25 days’ annual leave plus Bank Holidays. 

 Group Personal Pension scheme - we will match your contributions, plus 2% extra, up 

to a maximum of 10% employer contribution. 

 Non-contractual company bonus 

 Contributory Private Healthcare scheme. 

 Employee Assistance Programme 

 Life Assurance 

 Flexitime 

 Cycle to Work scheme. 
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Closing date for applications:  10 February 2023  

 

If you would like to be considered for this role, please apply in writing to Human Resources, 

Briar Chemicals Ltd, Sweet Briar Road, Norwich NR6 5AP or email 

hr.office@briarchemicals.com submitting your CV and application letter stating why you 

believe you are a suitable candidate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

mailto:hr.office@briarchemicals.com

