
 

 

HR Administrator 
 
Department: HR 
Reporting to: HR Business Partner 

 
Since launching in 1989, CMC Markets has become one of the world's leading online CFD and financial spread betting 

providers, with nearly 66.8 million trades executed annually across Europe, Asia Pacific and North America. 

CMC Markets’ success is founded on its ability to deliver a wide range of trading products to customers, from single 

equities to indices, currencies and commodities. This means our clients don’t need to go to a forex broker, futures broker 

or a commodities broker to trade these different instruments, they can trade them all through one trading platform. CMC 

Markets has pioneered the development of online trading in markets around the world to become a world leading spread 

betting and CFD provider.  

  

ROLE AND RESPONSIBILITIES 

 

Provide quality and timely support and assistance to the HR team for all HR activities in all countries where CMC 

operates. 

 

 Provide first line HR support by responding in a timely manner to all external and internal HR admin queries 

 Proactively manage the HR Inbox, escalating more complex queries to the relevant HR team member to ensure 

a timely response to the business  

 Administer, maintain and update all HR related data, including the HR Systems (Oracle) and Employee Data 

Master file in a timely and concise manner and reconcile the data on a regular basis 

 Manage, maintain and update all employee/contractor/temp electronic files  

 Produce various HR documentation including but not limited to, reference letters, change of terms of 

employment, probation, training sponsorship agreements, leaver confirmation. 

 Manage and coordinate the on boarding process for new joiners and support HR team with the recruitment and 

selection process where required 

 Manage and administer the probation process  

 Coordinate and schedule the HR Induction  

 Maintain the Right to Work database and collect, update and maintain all right to work documentation in 

compliance with CMC’s UK Border Agency requirements 

 Manage and coordinate all work experience placement requests 

 Administer all training requests and produce training sponsorship agreements where required 

 Administer the leavers’ process  

 Review & update organisational charts 

 Produce accurate and timely HR Reports when required 

 Processing of HR related invoices through iProcurement 

 Responsible for the timely submission of information to payroll ahead of payroll deadlines 



 

 Provide support with Internal Communications, posting information on PlanetCMC and production of employee 

surveys 

 Provide administrative support for specific HR projects, ensuring that all documentation is produced in a clear, 

concise format 

 To actively suggest and implement internal admin process improvements  that support a more efficient and 

consistent HR operational service 

 Maintain personal/professional development to meet the changing demands of the role, including all relevant 

regulatory and legislative training 

 When dealing with all customers, clients or colleagues ensure that we provide a clear, fair and  consistent high 

quality service that presents a professional and positive image of CMC Markets  

 Take all reasonable steps to ensure appropriate confidentiality 

 Undertake such other duties, training and/or hours of work as may be reasonably required and which are 

consistent with the general level of responsibility of this role 

 

 

KEY SKILLS AND EXPERIENCE 

 

 Previous HR Admin experience  

 Experience of working with HR Information Systems (essential)  

 Expert skills in  Word (Mail merge), Excel (VLook Up, Pivot tables)  and Visio 

 Strong attention to detail with a high level of accuracy  

 Ability to prioritise and multi-task 

 Excellent verbal and written communication 

 

 

CMC Markets is an equal opportunities employer and positively encourages applications from suitably qualified and 

eligible candidates regardless of gender, sexual orientation, marital or civil partner status, gender reassignment, 

race, colour, nationality, ethnic or national origin, religion or belief, disability or age. 

 

 

KEY OBJECTIVES/KPIS 

 

 As per performance review 

 

 

 

COMPETENCIES 

 

 Communication 



 

 Team Work 

 Customer Focus 

 Resilience & Adaptability 

 Problem Solving 
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