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Information Sheet
Key Terms and Conditions of Employment
Service:                          Central

Post:                               HR Officer 
Hours:


Full Time (37 hours per week) 
Salary Scale:

NJC Scale 5 points 12-17
Salary: 


£21,589 to £23,836 per annum
Location:
Clarence House, Horsforth, Leeds 18 with occasional travel across the city
Annual leave:

28 days + 8 Statutory holidays – rising to 31 days after 3 years 
Pension:
3% employer contribution, 5% employee contribution enhanced by salary exchange
Probationary Period:
6 months
May 2019
Job Description- HR Officer
Purpose of the Post 

This post will support the Head of HR in delivering a safe and effective HR service to managers and employees at Leeds Mind. 
Main Duties and Responsibilities
HR Administration – Key duties
1. Coordination and management of the recruitment process pre-and post-interview; including (but not limited to) working with managers/team leaders on Job Descriptions and adverts, recruitment schedule/timetable, placing adverts, downloading completed application forms, preparing packs for shortlisting and interview, producing and issuing offer letters, contracts of employment, requesting references etc.
2. Process DBS checks for employees.
3. Responsibility for the delivery, coordination and management of the organisation of induction sessions including preparing materials, coordinating bookings, keeping attendees lists, organising equipment etc.
4. Coordinate Leeds Mind employee training, including administration of the online compulsory training system, liaising with external and internal trainers, booking rooms, coordinating attendees’ lists, equipment, organising materials etc. 
5. Administer the organisation absence management system (Edays) 
6. Ensure diversity monitoring is carried out for all recruits.  Assist the Head of HR in reporting on keys statistics, for example retention, absence, advert responses etc. 
7. Ensure evaluation forms from Training & Induction sessions, are collated and feedback reports actioned.

8. Responding to general queries via email and telephone regarding employees.  This could include, but is not limited to external reference requests, and queries regarding sickness absence or leave.

9. Ensuring that employee files are up to date.  Implementing the HR retention schedule to ensure that all records are compliant with data protection legislation.

10. Use Xero accounting system to process purchase orders and bills and to pay for HR related service suppliers as requested by the Head of HR.

11. Hold a company credit card and record credit card transactions in Xero for own card, and the Head of HR’s company credit card.

Organisation 

1. Participate in 1:1s, performance and development, including Leeds Mind compulsory training programme.
2. Work within the framework of Leeds Mind’s policies and procedures 
3. Work within Leeds Mind Health and Safety Policies to ensure a safe and healthy working environment for all.
4. Promote the values, behaviours, ethos and philosophy of Leeds Mind 
5. Be involved with wider organisation activities such as whole organisation meetings. 
6. Approximately twice a year, work until 8pm to support induction training (time off in lieu will be provided).

7. Occasional requirement to cover reception in the event of sickness or holiday.  Cover is provided until 8pm (time off in lieu will be provided).

8. Undertake any other reasonable duties as required. 
It is Leeds Mind’s policy to make reasonable adjustments to enable workers with a disability/disabilities to undertake the above, including the interview process.

There is the opportunity for the successful candidate to support the Head of HR with generalist HR duties including employee relations case work, TUPE and workforce development initiatives.
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HR Officer - Person Specification
	
	Essential
	Desirable
	Shown by

	Qualifications
	· GCSEs in Maths and English at grade C/4 and above
	
	Application form

	Experience of

	· Working within a role which requires attention to detail
· Working with confidential information

· Maintaining comprehensive records


· Developing, managing and maintaining office systems

· Providing an excellent level of customer service
	· Lived experience of mental health difficulties


· Delivering training
· Working within a HR team
	Application form and interview

	Skills
	· Ability to multi-task

· Strong attention to detail





· Excellent administration skills




· Strong organisational and time management skills



· Excellent communication skills at all levels (written and verbal)

· Excellent IT skills across a wide range of programmes/systems

	· Supporting the facilitation of meetings or delivering training
· Proficient in developing, maintaining and using spreadsheets and databases

	Application form and interview

	Ability
	· Ability to manage internal and external relationships

· Ability to work unsupervised, on own initiative and proactively 


· Ability to work to deadlines and within defined standards


	· Ability to grow and develop to support the Head of HR with employee relations and workforce development initiatives
	Application form and interview

	Knowledge
	· Handling confidential information and data protection principles

· Anti-discriminatory practice and methods of promoting diversity
	· HR processes and practice
	Application form and interview

	Attitude and Personal Attributes
	· Self-motivated and enthusiastic 




· Optimistic with a positive can do/will do attitude

	
	Application form and interview


May 2019
4

