
 
 
 
Role:    HR Administrator 
Reporting to:   Head of HR 
Date:   October 2014 
 
___________________________________________________________________________ 
 
 

VICE is a global youth media company and the industry leader in producing and distributing the best 
online video content in the world. Launched in 1994 as a punk magazine, VICE now operates in 36 
countries and has expanded into a multimedia network, including the world’s premier source for 
original online video, VICE.COM; an international network of digital channels; a television & feature 
film production studio; a magazine; a record label; and a book-publishing division. 
 
VICE’s digital channels include VICE News, a dedicated news channel; Noisey, a music discovery 
channel; The Creators Project, dedicated to the arts and creativity; Motherboard, covering cultural 
happenings in technology; THUMP, focusing on global dance and electronic music; Fightland, a 
channel dedicated to the culture of MMA; and MUNCHIES, a food channel chronicling the broad 
spectrum of the global culinary experience. VICE acquired British fashion publication i-D in 2012 and 
re-launched i-D’s digital presence at i-D.co, a video-driven fashion site. In 2013, VICE launched a 
news-magazine series on HBO titled 'VICE.' The second season of the Emmy winning series is on HBO 
now. 
 
THE ROLE 
 
The HR Administrator will work closely with the Head of HR and HR Advisor to offer HR admin 
support to over 150 employees across VICE UK and i-D. This is a varied role that offers the 
opportunity to gain exposure to a range of areas within HR. The role will involve assisting with the 
recruitment process, writing contracts, assisting with all areas of general HR administration as well 
as ad hoc research and support on projects. 
 
Main responsibilities: 
 

 Support the Head of HR and HR Advisor with the recruitment process, including advertising 
on job boards, managing the recruitment inbox and organising interviews. 

 Carry out reference checks for all new employees at VICE and i-D. 

 Prepare offer letters and contracts for permanent members of staff and freelancers.  

 Assist the HR Advisor with the induction process for all new employees at VICE and i-D. 

 Manage the end of probation process ensuring that all the relevant paper work is given to 
the employees when they pass their probationary period. 

 Prepare paperwork relating to any changes in contracts of employment for existing 
employees. 

 Maintain up to date staff lists and org charts. 

 Help to manage sickness and holiday records on Insider (company intranet). 

 Compile and maintain accurate personnel files. 

 Deal with any general HR queries, escalating them to the HR Advisor and Head of HR as 
necessary.  

 Carry out research and assist with ad hoc projects as required. 
 
 



 
 
 

 
Other:  
 

 To undertake such other tasks including general administrative duties as may be required 
from time to time 

 To be an ambassador for the business at all times. 
 
Key Skills & Qualities: 
 

 A minimum of six months HR administration experience, preferably within the media sector. 

 Confident, outgoing, diligent, and hard working with a meticulous attention to detail. 

 An organised self-starter who can keep all the balls in the air whilst under pressure. 

 Good communication skills and the ability to clearly articulate needs both verbally and in 
written form. 

 Common sense, empathy, and a passion for HR. 

 Excellent Microsoft Office skills. 
 

Salary dependant on experience 
Hours 10am-6.30pm 
 
HOW TO APPLY 
 
Please send a cover letter detailing your HR experience and CV by email to: ukhr@vice.com  
Reference “HR Administrator” in the subject line. 
 
We look forward to hearing from you! 
 
If you do not hear back from us within one month of applying then unfortunately your application 
has been unsuccessful. Thank you once again for applying and we wish you success in your future 
career.  
 


