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HR Administrator

[bookmark: _Hlk32162110]Salary:				£20,000 per annum (pro-rata)
Location: 	Initially BPR Rescue Centre, Earlston with possibility of some working from home as we work to secure a new office-based setting.		
Base hours:			14 hours per week
Application closing date:  	17 October 2022
		
			
Overview: 	Borders Pet Rescue is a small but vital animal welfare charity in the Scottish Borders. 		Our Rescue Centre at Craigsford, Earlston is run by staff and 30 volunteers. The 			charity also has 4 shops in Galashiels, Kelso, Hawick and Duns, which are run by 			dedicated teams of staff and volunteers. These shops are the main source of regular 		income for the charity.  Demand for our services has never been higher with an 			increasing number of animals coming into our care. Our charity has, therefore, 			embarked upon a period of growth and development and this new post has been 		created to support the development of our charity.
Reporting to the Charity Manager, an experienced, well-motivated and organised HR Administrator is now sought to provide effective and efficient business support for a range of BPR activities covering administration, governance, and HR. 
Main purpose:	To provide HR Support to the charity for both our animal welfare and retail offerings through developing HR systems, administering, organising, processing information, for staff, volunteers and donors.

		This is a new role which is likely to evolve and may include other duties as 			required by the Board of Trustees, not yet specified below:


GENERAL ADMINISTRATION
· Establishing and maintaining online information systems e.g. CRM database, BPR members, Friend’s, volunteers and donors.
· Scanning archives, as required, SharePoint systems/ HR system in line with GDPR guidelines
· Establishing and maintaining a BPR complaints procedure.
· Ensuring all information is gathered, used, recorded, stored, analysed and reported on in accordance with GDPR guidelines.
· Contributing to project work by providing administrative support.
· Ensuring effective communication and consultation with staff and volunteers and maintain strong links with the Board and staff across multiple sites.

HR
· Establishing and maintaining an HR administration system holding staff data in line with data protection guidelines.
· Maintaining and updating staff records e.g. training, absence, holidays.
· Organising staff training and development programmes in conjunction with the Charity Manager and Retail and Centre Managers.
· Providing support for the staff recruitment process, including recruitment literature; adverts; job descriptions; information packs; offer letters etc.
· Establishing and updating a centralised BPR volunteer record system. 
· Ensuring all staff salary information is gathered and completed appropriately within set deadlines and sent to the BPR payroll provider on a monthly basis.
· Ensuring all staff Rotas for the Centre and Shops are completed a month in advance by the relevant managers. 
· Working with the Shop Managers and Centre Manager to ensure all volunteer details are updated every quarter.
· Responsible for the development, improvement and implementation of volunteering policies and procedures and ensuring volunteers are trained and supported appropriately.
· Reviewing, developing and updating all HR policies and procedures.
· Providing support for the Charity Manager in handling personnel processes, as required.

Health and Safety
· Responsible for ensuring systems are in place, staff sufficiently updated, and monitoring that health and safety procedures are followed. 
Specifically but not exhaustively, ensuring the following requirements are met by managers: 
· regular fire drills and are documented correctly
· ensuring that fire equipment is serviced in line with legislation
· fire and other risk assessments and any other health and safety records are maintained
· incidents and injuries are reported
· electrical equipment is properly maintained, in line with legislation and each shops delegated PAT tester and First Aider have adequate training, and that
· ensuring staff are trained in moving and handling of donated goods, safe and secure handling of money and security of the premises; and any procedures revised or introduced.   

GOVERNANCE
· Assist with secretarial duties in support of the Charity Manager, BPR Chair and Trustees to include:
· convening meetings on behalf of Trustees, setting up video conferencing/booking rooms
· dealing with and sending out correspondence in time.



OTHER
· Any other reasonable duties.

PERSON SPECIFICATION
Essential:
· Working towards HR CIPD qualification or equivalent evidence of experience.
· Understanding of GDPR legislation and ability to apply this in practice.
· Experience and flexibility to carry out a wide range of office administration duties.
· Excellent IT skills including a knowledge of Microsoft packages, with the ability to develop and use spreadsheets, PowerPoint etc.
· Numeracy, including experience of collating payroll information. 
· Organisational skills including ability to work on a number of areas of work, plan and prioritise actions when conflicting priorities occur.
· Ability to work collaboratively and with flexibility in a small team.
· Ability to work with minimum supervision and to take responsibility for tasks, prioritising, managing and scheduling own workload to ensure deadlines are met.
· Ability to maintain accurate data and produce accurate information.
· Clear and meaningful verbal communication skills and ability to work with and relate to staff and volunteers at all levels within the organisation and deal professionally and effectively with external contacts.
· Clear and accurate written communication skills, including production of minutes.
· Ability to demonstrate understanding of when confidentiality is essential, and to maintain confidentiality.
· Experience of working with people, dealing with difficult situations, using tact, diplomacy, respect and promoting equality.
· An interest in animal welfare.

Desirable:
· Driving licence.
· Experience of using social media platforms.

Borders Pet Rescue is committed to supporting a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, colour, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability or age.
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