
Blackfinch Group is an award-winning 
investment specialist with a heritage dating 
back over 25 years. A trusted provider, 
we work in partnership with advisers. Our 
businesses cover tax-efficient solutions, 
early stage investing, managed portfolio 
services, property financing and renewable 
energy. As an environmental, social and 
governance (ESG) investor, we work 
for a positive impact. We’re proud to be 
entrusted with over £500 million in assets 
under management and administration.

Committed

Role Profile
HR Administrator 
 

Location
Gloucester, GL3 4AH 

Salary
Up to £25,000 DOE

Contract Type
Permanent / Full-Time 



Take responsibility for the day-to-day operational 
interactions associated with the life cycle of an employee. 
Work with and support managers and employees to ensure 
performance and output is at its optimum. You will manage 
SharePoint and Bright HR and associated L&D platforms 
ensuring integrity of information at all times. Displaying 
confidentiality and discretion you will support staff and 
managers with their queries.

• Ensure that all associated paperwork is in place for new starters, including 

liaising with IT for account set-up, ensuring that new starters are sent all 

employment paperwork in a timely manner.

• Undertake the induction of new starters ensuring that all new starters are 

allocated the online induction package. Monitor the return of documents for new 

starters and any re-issue of employment paperwork for current staff and ensure 

that personal files (soft and hard copies) are up to date and have been audited.

• Be responsible for ensuring that payroll is accurately completed in a timely 

manner, ensuring that all payroll transactions are auditable. Be the first point of 

contact for employees on payroll and remuneration queries.

• Be responsible for monthly reports and follow-up with managers / employees 

on outcomes including looking for trends and patterns and bring to the attention 

of managers, providing them with advice and support as appropriate. Work with 

the HR Director in the provision of stats for the Women in Finance Charter.

• Be responsible for the company’s annual CDR round ensuring compliance with 

SMCR where appropriate. 

• Support the HR Director with the annual pay review and promotion processes.

• Draft and delivering training and development material. Monitoring success          

of training.

• Undertake first stage disciplinary and grievance investigations and 

communicate recommendations as appropriate.

• Be the point of contact for HR related systems or providers (incl. Bright HR, 

Tusker, Knowbe4).

• Be responsible for HR data analysis and modelling to track development, 

qualifications and promotions.

• Undertake project work as required. 

Purpose of 
Role

Key 
Accountabilities



• Strong organisational skills and an ability to communicate clearly and concisely.

• Experience of providing administrative support within a busy, fast paced 

professional services environment.

• Excellent attention to detail with timely and maintain high level accuracy.

• Ability to model using Excel and experience of spreadsheet manipulation    

using python and VBA.

• Ability to work to regular deadlines.

• Be an effective team player with the ability to work well under pressure.

• Working knowledge of databases, Microsoft Word, Excel and Outlook. 

• Have a strong and flexible work ethic.

• Ability to maintain a resilient attitude.

• Holds a BA (Hons)/BSc (Hons) or equivalent qualification.

• Hold 3 A’Levels at B grade or above and a minimum of 6 GCSEs at A               

grade or above.

• Qualified CIPD or working towards its achievement in the next 12 months.

Essential 
Experience

Essential 
Qualifications

If you believe you have the skills and experience for this role,  
we’d be interested to hear from you. 

Apply by sending your CV and any other supporting documents 
to HR@blackfinch.co.uk.

If you require any further information about this role, we’re  
here to help, contact us on 01452 717070.



Our Values At Blackfinch we’re working to make a difference in the world. 
We partner with advisers to meet client and business aims. 
Inspired by the work of Charles Darwin, we’re named after one 
of Darwin’s finches, which influenced his theories of evolution. 

Our values of ‘adapt’, ‘evolve’ and ‘thrive’ run through 
everything we do. We continually adapt to changing markets, 
providing evolved products so that our customers can thrive. 
These values inform our work as an ESG investor, working 
towards a more sustainable future.

  Offering a supportive environment, championing continuing   

  professional development and sponsoring staff for qualifications. 

  One of the friendliest businesses in financial services, supporting  

  our people, customers and investee companies.

  

   

  Providing opportunities to progress plus to take up benefits,  

  and to get involved in sponsorship and charity work


