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Role: WRS Administrative Officer 
Business: Office of Public Guardian (OPG)
Location: Birmingham or Nottingham  
Grade: AO
Salary:  £25,582
Contract Type: Permanent 
Minimum Hours: 30 hours per week


Organisational Overview 

The Office of the Public Guardian (OPG) protects people in England and Wales who may not have the mental capacity to make certain decisions for themselves, such as about their health and finance. We are an Executive Agency of the Ministry of Justice (MoJ), set up in 2007 following the introduction of the Mental Capacity Act of 2005.

OPG is responsible for registering lasting powers of attorney (LPA) and enduring powers of attorney (EPA) and supervising deputies who are appointed by the Court of Protection.

OPG is a fantastic place to work offering a range of development opportunities.  The OPG is a disability confident employer and is committed to developing a supportive and inclusive environment that reflects the diverse community we serve.

OPG is currently delivering an ambitious transformation programme. This will change the way we provide services and help us meet the growing needs of our users, partners and our stakeholders. It will make sure our users experience a better level of support and will help us to respond to the changing needs of society. Transformation will ensure we can better support adults at risk and create high-quality services that are accessible and affordable.


Team Overview 

You will be working for the Workforce Resourcing Services (WRS) team. WRS manage all recruitment and resourcing activities for the organisation. We are responsible for planning and advertising OPG’s vacancies, supporting vacancy holders and panel members throughout a campaign, organising the vetting and onboarding of our successful candidates, and most importantly ensuring OPG remains compliant with the Civil Service Commission’s Recruitment Principles and MOJ Resourcing Policy. 


Duties and Responsibilities  

The WRS Administration Officer will provide vital support to the Workforce Resourcing Services Team, ensuring the smooth and efficient delivery of recruitment activity across the organisation. The postholder will support colleagues, Vacancy Holders and candidates by maintaining accurate records, managing key inboxes, uploading assessment information, and coordinating administrative aspects of recruitment campaigns. This role requires strong organisation, accuracy, good time management, and a commitment to delivering excellent customer service. Some tasks may require office attendance to support face‑to‑face ID verification. Key responsibilities include: 

Administrative Support to Recruitment Campaigns
· Manage shared email inboxes, ensuring timely, accurate responses and appropriate triage of queries.
· Upload sift and interview scores into recruitment systems, ensuring data is recorded accurately and promptly.
· Prepare and organise campaign document packs for sifts and interviews, ensuring documentation is complete, compliant, and ready for panels.
· Support with scheduling interviews, issuing candidate communications, and coordinating logistical arrangements.
· Maintain up‑to‑date and accurate campaign records across all platforms and systems.

Onboarding Candidates
· Monitor the completion of required pre‑employment checks, proactively identifying and chasing outstanding actions in line with onboarding timelines.
· Act as a key point of coordination between Vacancy Holders and candidates to agree suitable start dates and resolve onboarding queries.
· Ensure relevant stakeholders are kept informed of progress and any delays or risks.
· Order all required equipment and access for new starters in line with role requirements and local processes, supporting a smooth start.
· Maintain accurate onboarding records and ensure all activity is completed in line with policy and process.

Candidate Support & Customer Service
· Correspond with candidates promptly and professionally, providing clear information around timelines, requirements and next steps.
· Arrange and conduct ID checks in line with policy, including face‑to‑face checks where required.
· Provide high‑quality customer service to internal and external stakeholders, upholding professionalism and confidentiality at all times.

Team Collaboration & Process Support
· Work closely with WRS Campaign Managers to support campaign delivery and maintain high service standards.
· Contribute to maintaining consistent administrative processes and assist with improving efficiency and standardisation across the team.
· Assist with monitoring of shared trackers, systems and work queues to ensure the team meets key priorities and deadlines.
· Take responsibility for personal workload, organising tasks effectively and knowing when to seek support.


Agreed Expectations 

The successful candidate will be expected to work from their base location on a weekly basis in line with current Civil Service requirements, outside of any reasonable adjustments.

You may be required to travel to other base locations, particularly Birmingham and Nottingham offices, for attendance at team events and meetings. 



Skills & Qualifications

Essential Skills

· High level of accuracy and attention to detail, including maintaining accurate records. (Lead)
· Ability to plan, organise and manage your own time to meet deadlines. (Lead) 
· Excellent communication skills and a professional approach when interacting with customers and colleagues. 

· Experience using IT systems, particularly Microsoft packages such as Excel, Teams, and Outlook. 

Desirable Skills

· Experience of working in an operational delivery area or administration role. 

Application process
[bookmark: _Hlk81550060]This recruitment will follow the Civil Service Success Profile process. Candidates will be expected to provide a Personal Statement of Suitability of no more than 500 words in support of your application based on the essential skills. 
In the event of a high number of applications, an initial sift will be conducted on the lead criteria indicated above. 

Interview Process
[bookmark: _Hlk81550079]If you are successful at sift, you will be invited to an interview which will use the Civil Service Success Profiles. At interview, candidates should expect questions on:
· Strengths relevant to the role 
· The following Behaviours at Level 1: 
· Managing a Quality Service
· Delivering at Pace 
All interviews will be held remotely via MS Teams.
Feedback will only be provided if you attend an interview.


Reasonable Adjustments

At OPG we consider all applications on the basis of merit and want you to feel able to demonstrate your full potential whatever type of assessment is used. If you require any reasonable adjustments for any aspect of the selection process, do not hesitate to get in contact with us.

As a Disability Confident organisation, we will offer a guaranteed interview to candidates with a disability who meet the essential criteria for this role. If you are applying for a role within OPG and would like to be considered under the Disability Confident Scheme, please indicate this in your application and let us know of any reasonable adjustments you may require during the selection process. 
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For further information on benefits of working for OPG, such as our Flexible Working Policy and a FAQ, please check the candidate information pack attached to this advert.


If your application for this role is unsuccessful, we may offer you an alternative role at the same or lower grade should one be available. 
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