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 JOB DESCRIPTION


Post Title	HR Service Assistant 
Hours			Part Time, 17.5 hours per week (Flexible Mon to Fri)
[bookmark: _GoBack]Salary  		£23, 431 - p.a. pro rata (pay review pending)
Term	Permanent
Report to                People and Safety Services Manager 
Location		GCVS / Home based supporting organisations           throughout Scotland. 

Context of the Job

GCVS is looking to recruit an experienced HR Service Assistant on a part time basis to support the provision and development of an established HR Service to over 130 third sector organisations in Scotland.

As an HR Service Assistant, you will use your, experience, qualifications, knowledge and skills to promote compliance with employment law and best practice across the third sector.  You will ensure employers are aware of their obligations to comply with legislation whilst supporting the fair, consistent and transparent approach to people management.

Resources Assistant Qualifications / Skills

· Reporting skills
· Maintaining employee files
· Dependability
· Organisation
· Scheduling
· Confidentiality
· Independence
· Verbal communication
· Teamwork


MAIN TASKS AND RESPONSIBILITIES

Service Delivery 

1. Assist the People and Safety Services Manager to provide professional HR service to members. Support Human Resources processes by providing advice, information and practical assistance to third sector employers and managers by telephone, email, in-person and via digital platforms on all aspects of the employment of staff with particular focus on:

· Recruitment and selection
· Policies and procedures
· Absence management and disability discrimination
· Best practice and employment law compliance
· Minute taking at formal meetings/hearings

2 Support organisations with the recruitment and selection of staff

3 Maintain and update case management systems

4 Produce relevant articles, newsletters and bulletins across the spectrum of employment issues for targeted third sector HR communications briefings. 

5 Build and maintain effective relationships with HR Service’s clients and other stakeholders. 


Service development


6 Assist the People & Safety Service Manager to develop and promote an annual delivery plan to ensure the service is viable.  


Knowledge and collaboration							

7 Keep up to date with new legislation and maintain a working knowledge of all HR and employment law and any developments which affect the third sector.

8 Ensure you develop a clear understanding of how your job supports the HR service’s objectives within GCVS Operational plans 

General										


9 Comply with GCVS policies, procedures and practices.

10 Undertake any other duties appropriate to the role as required for the management and development of the service.


Health and Safety

Everyone in this organisation has a responsibility to ensure their own safety and that of others. Employees must report immediately to their Line Manager any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.


Employment conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 25 days per annum and 28 days after 10 years’ service.  13.5 fixed public holidays (pro rata for part-time employees)
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· Based primarily at GCVS, The Albany, 44 Ashley St, Glasgow G3 6DS or home working.
· References would be sought from previous employers prior to appointment.

Probationary period:	3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:	Contributory pension through Pension Trust 
GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance as part of the Pension: 3 times your salary payable on death in service.

Flexi time; 	GCVS operates a flexi-time system, core hours 10.00-12.00 and 14.00-16.00.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
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