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JOB DESCRIPTION

TITLE OF JOB: 



HR Support Officer (Administration)
SERVICE/PROJECT: 


Impact Central Office

REFERENCE NO: 



HRSO/0904

CLOSING DATE FOR APPLICATIONS: 
Monday, 20 September 2004

INTERVIEW DATE:  


Tues/Wed (28/29) September 2004
HOURS PER WEEK:  


30 (9.00 to 3.30pm with ½ hour break)









Monday to Friday
TEMPORARY/PERMANENT:  

Permanent 
BAND 3, NJC POINTS 22-27, SALARY 
£17,410 – £20,369 pro rata per annum, paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO:  


The Human Resources Manager

LINE MANAGED BY:  


The Human Resources Manager

RESPONSIBLE FOR:  Assisting the general HR function within Impact’s Central Team.

For an informal chat about the job, please ring:  Heather Leach on 01273 821914

Impact Initiatives is a company limited by guarantee and a registered charity. Company registered in England No. 1402692. Charity Commission No. 276669.

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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BACKGROUND TO POST

This post operates within Impact’s Central Office, which currently supports twenty frontline services across Sussex.  Impact employs over 120 staff and has an annual turnover of over £2 million. The Central Office is the base for Impact’s Chief Executive, the Service Management Team, the Finance Department, the Human Resources Department, the IT Manager and the Fundraising Department.  

The post holder will assist the Human Resources Manager in carrying out the human resources administration work that is so critical to the smooth running of the organisation.  

MAIN TASKS 

1
To coordinate a rolling recruitment programme and monitor and evaluate the effectiveness of the recruitment process.

2
To assist and advise Team Leaders/ Service Managers on Impact’s recruitment process.

3
To liaise with recruitment media to place recruitment advertising (including drafting changes).

4
To administer the CRB Disclosure System.

5
To identify, organise and administrate organisation-wide training needs. Also 

to be aware of Investors in People requirements.

6
To carry out all relevant personnel administration work for current employees.

7
To maintain the equal opportunities recruitment database and comply with the Equal Opportunities Policy.

8

To comply with Health and Safety Policy and any specific policies and procedures relating to specific projects & activities on which you are employed. 

9
To attend regular supervision sessions and meetings as required by the Human Resources Manager.

10

To assist the HR Manager on various projects when required.

11

To provide general office administration and telephone support.

12

To carry out any other duties which may be required from time to time.

Supplementary information: 

This job description is subject to change in line with the requirements of the organisation. Impact operates a no smoking policy. This post is subject to a 13 week probationary period. All posts within Impact have the opportunity of an annual review/ evaluation.

PERSON SPECIFICATION

Essential Skills and Abilities
1
Excellent administration skills with good attention to detail.

2
The ability to work on own initiative and prioritize workload.

3
To demonstrate experience of devising and implementing processes, programs and plans.

4
To have excellent communication and negotiation skills.

5
To be very IT literate. Excellent level of skills in Word, Excel and Microsoft Outlook.

6
To demonstrate an understanding of operating in an environment demanding a high level of confidentiality.

7
Experience of using databases.

8
To be very well organized.

9
Skills in monitoring and evaluation of processes.

10
Demonstrate a flexible attitude.

Desirable Skills

1
To have experience of using computerised personnel systems (preferably SAGE).
2

Experience of working in an HR environment.
3
Experience of training/ coaching others in various skills such as computer 

packages.

