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Job Description
Job Title: People Support Officer
Reporting To: Executive Support Officer
Location: Windsor Office/Hybrid
Job Overview
The People Support Officer provides high quality administrative, coordination and communication support across the People Team. The role helps ensure smooth, well organised activity across HR, Talent, Payroll, Systems, Communications & marketing and other People functions.
This position supports day to day tasks, helps keep information flowing between teams, and assists with projects, meetings and shared workstreams. It also plays an important role in supporting the delivery of the Chief People Officer’s priorities by ensuring tasks, actions and information are managed effectively.
The ideal candidate will be organised, proactive and confident supporting a broad range of People related activity in a fast-paced environment.
Our Values
We are committed to ensuring that the individuals who use our services receive great enabling support and education from a team of highly trained and engaged staff in environments that are homely and comfortable.
We are innovative, solution focus and committed to doing the best we possibly can. Our supported living offers the people we support meaningful choice and independence, embodying our care values, which are listed below.
We are Supportive by promoting opportunities for everyone so they can reach their full potential
We are very Ambitious to provide the best possible outcomes for the people who use our services
We are Loyal because we put the people that we support and our staff at the center of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders.
We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality





We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do.
We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities
Job Responsibilities 
People Team Support & Coordination
• Provide administrative and organisational support across the People Team, including scheduling, document handling and maintaining accurate records.
• Support the Executive Support Officer with day to day operational tasks to ensure smooth workflow and effective coordination across all People functions.
• Assist with preparing agendas, meeting notes, action logs and materials for People leadership meetings and working groups.
• Act as a point of contact for colleagues, signposting queries to the appropriate People function and ensuring information is communicated clearly and promptly.
• Support the drafting and distribution of internal updates, notices and communication materials as needed.
• Maintain shared inboxes, folders, templates and Team resources to ensure information is organised and Up to date.
• Assist with coordinating People related events, briefings and internal activities.

Projects, Data & Continuous Improvement
• Support People team projects with research, coordination, administration and progress tracking.
• Assist in collecting data and maintaining dashboards to support People KPIs and reporting requirements.
• Contribute to improvements in People processes, communication flow and internal organisation.
• Support emerging People initiatives including colleague engagement and early career/youth focused activities through administrative and coordination tasks.
• Help identify opportunities to streamline workflows, improve efficiency and enhance consistency across the People Team.








Skills & Experience Required
Essential
• Experience in an administrative or team support role.
• Strong organisational and coordination skills, with the ability to manage multiple tasks.
• Confident written and verbal communication skills.
• Competence using Microsoft Office and digital collaboration tools.
• High attention to detail, accuracy and consistency.
• Ability to work proactively, use initiative and manage workload effectively.
• Professional and discreet, with the ability to handle confidential information appropriately.
Desirable
• Experience within HR, People, Recruitment or operational support environments.
• Understanding of People processes, onboarding or internal communication practices.
• Experience supporting events, briefings or internal team activities.
• Interest in People related projects or improvement work.
Personal Attributes
• Approachable, supportive and team oriented.
• Highly organised with strong planning and prioritisation skills.
• Proactive, adaptable and willing to learn new tasks.
• Confident engaging with colleagues across all areas of the People Team.
• Values driven and aligned with Salutem’s ethos.
• Comfortable taking ownership of tasks while supporting wider team objectives.
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