PERSON SPECIFICATIONS

	Requirements
	
	

	
1. Qualifications & Knowledge
	
Essential
	
Desirable

	Educated to degree level in a relevant field or equivalent experience. A master's degree in human resources management , business administration or a related field is a plus
	x
	

	
Familiarity with UK labour laws, employment regulations, and best practices
	x
	

	
Knowledge of human resources software and database
	x
	

	
Understanding of recruitment, benefits administration, and employee relations
	x
	

	
Strong understanding of confidentiality and ethical HR principles
	x
	

	2. Experience
	Essential
	Desirable

	
A minimum of 2-3 years of experience in in human resources or related roles
	
x
	

	
Demonstrated experience in HR administrative tasks, including recruitment (inclusive of volunteer recruitment), onboarding, and record-keeping
	
x
	

	
Proficiency in conducting new hire orientations and maintaining personnel records
	x
	

	
Experience in supporting employee relations and familiarity with HR software and tools for efficient data management
	
	        
        x
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	3. Skills and Abilities
	Essential
	Desirable

	
Excellent interpersonal and communication skills, both written and verbal
	

x
	

	
Strong organisational skills and attention to detail for efficient HR administration
	    
            x
	

	
Ability to assess skills, interests, and strengths to match job seekers with suitable job opportunities
	x
	

	
Solid problem-solving and analytical skills for HR-related challenges.

	x
	

	
Understanding of HR compliance and a commitment to ethical HR practices.

	
 x
	

	Collaborative and teamwork skills to work effectively with colleagues and employees
	
 x
	

	Time-management skills to meet deadlines and handle multiple tasks simultaneously
	          
   x
	

	4. Personal Qualities
	Essential
	Desirable

	
Integrity and ethical conduct, upholding the highest standards of professionalism and confidentiality
	x
	

	
Strong commitment to promoting a positive and inclusive workplace culture
	x
	

	Proactive and self-motivated, taking initiative in HR tasks and responsibilities
	x
	

	Strong attention to detail and accuracy in HR processes and record-keeping
	x
	

	
Adaptability and the ability to work in a fast-paced and evolving environment
	x
	

	
Emotional intelligence and a people-centric approach, with a genuine desire to support and engage with employees
	 x
	

	
Right to work in the United Kingdom
	
  x
	

	 PVG Membership
	                 
   x
	


	Resident in Edinburgh and its environs
	                        
    x
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