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ROLE DESCRIPTION 
	Job Title:
	HR & Payroll Assistant


	Division:
	Resources


	Department:
	HR Team


	Current Location:
	Edinburgh (Causewayside House) and home working (blended working)


	Geographical Focus of Role


	N/A

	Contractual Status of Role:

Indefinite or fixed term
	Permanent

	Hours


	28 hours per week between Mon – Fri.

Flexible but must be able to work Fridays, 9am – 5pm


	Job Title of Line Manager:
	HR Adviser


	Job Titles and number of any direct reports 
	None



	Salary:


	£21,500 pa pro rata (£17,200 pa actual)


	Job Purpose:
	Support the HR Adviser & Head of Resources to provide an effective and efficient HR support service to job applicants, employees and line managers within agreed service levels and in compliance with the Charity’s policies, procedures and values.
Administer all aspects of the employee life cycle from recruitment and role changes through to end of employment, demonstrating excellent customer service, empathy and confidentiality at all times.
Support the HR function with monthly payroll and pension processing for the Charity and its subsidiaries, in line with agreed SLAs.


	Main Responsibilities/Deliverables:


	Manage the recruitment and on boarding process for Age Scotland (AS) & Care & Repair Edinburgh (CRE), supporting line managers with their resourcing needs:

· Review and benchmark Role Descriptions & Person Specifications 

· Advertise vacancies internally and externally, identifying appropriate job boards and agencies
· Respond promptly to general enquiries about vacancies
· Manage applications and shortlisting processes, advising the shortlisting panel of their responsibilities and ensure deadlines are met
· Coordinate interviews and associated assessment tasks
· Print and post out interview packs as and when required
· Support the HR Adviser and Line Managers in the interview and selection process, providing relevant support and guidance to the interview panel to help enable fair decision making
· Ensure a fair and equitable process has been followed throughout

· Issue offers of employment & regrets in a timely manner
· Complete pre-employment checks including: employment references, right to work, PVG/disclosure checks

· Carry out standard HR inductions with all new starts within their first week, and record on the HR system on completion. 
· Arrange standard AS inductions and support Line Managers to deliver job specific inductions
HR Admin Support:

· Accurately update and maintain the HR system (Breathe HR) in line with internal policies and GDPR

· Contribute to MI reports covering recruitment, sickness absence, performance management, etc

· Assist in developing an organisational training and development plan

· Assist with ongoing review of policies and procedures in line with best practice and legislative changes

· Administer employee benefits

· Assist with special projects (i.e. staff survey, Gender Pay Gap reporting, etc)

· Monitor the HR and Recruitment mailboxes and respond appropriately
· Ensure all staff matters are dealt with in a confidential and sensitive manner

· Deal with personal enquiries by telephone, email and mail, ensuring at all times a high standard of customer service is delivered

· Prepare meeting agendas and minutes as and when required
Payroll & Pensions processing:

· Manage the relationship between AS & SCVO (payroll providers)

· Provide accurate salary adjustment information to our payroll providers within agreed timescales each month
· Support the HR Adviser with the administration of pensions, including auto-enrolment for new staff
· Liaise with the Finance team to overcome any pension processing issues 
· First point of contact for payroll/pension enquiries
Other responsibilities:
· Support colleagues within the Resources Support Team with inbound switchboard calls and ad hoc mailings.
· Any other duties as may reasonably be required from time to time.

	Quantitative Aspects of Role:
	· Timely data input
· Payroll and pension amendments completed accurately and on time



PERSON SPECIFICATION

	
	Essential
	Desirable

	Experience
	Experience in a customer facing role dealing with a wide range of people.

Experience of working in a fast paced environment.
Experience of working within a team to achieve common goals. 

	Experience of working in a Charity environment.
Experience of payroll and pension admin.
Experience using an HR information system to input and extract data.

	Knowledge
	Good working knowledge of HR practices and processes.

An understanding of and commitment to equal opportunities.

	

	Skills
	Good working knowledge of Microsoft Office (Word, Excel, Outlook, Power Point), MS Teams and the internet.
Ability to work well under pressure. 

Ability to prioritise own workload and competing demands to meet deadlines.
Solutions focussed.

High levels of accuracy and attention to detail.
Ability to interact sympathetically with a wide range of people.
Ability to communicate well orally and in writing.
Ability to handle HR queries professionally and with a high degree of confidentiality.
Ability to build good relationships with internal and external contacts. 


	Good working knowledge of Zoom (video conferencing software).
Experience of using Charity Log (or similar) database.

	Qualifications
	CIPD L3 qualification in HR / People Practice, or currently working towards the qualification.


	

	Additional Requirements
	Commitment to working alongside and supporting volunteers.

Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland).
Employees are expected to have a suitable home work space with a good broadband connection for occasional home working.
Ability to travel to multiple sites and locations as and when required.
Commitment to the aims and vision of Age Scotland and the ability to demonstrate our values in your work (empowering, inspiring, inclusive and integrity).
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