






	Title
	HR Coordinator

	Based
	Harbourside House – Leith  

	Dept/Region
	Finance & Resources

	Line Manager
	Head of Human Resources (HoHR)



Our Mission

For 60 years, the Scottish Wildlife Trust has worked with its members, partners and supporters in pursuit of its vision of healthy, resilient ecosystems across Scotland’s land and seas. The Trust successfully champions the cause of wildlife through policy and campaigning work, demonstrates best practice through practical conservation and innovative partnerships, and inspires people to take positive action through its education and engagement activities. The Trust manages a network of around 120 wildlife reserves across Scotland and is a member of the UK-wide Wildlife Trusts movement.

Our Values

· We are pioneers
· We are always learning
· We act with integrity
· We are evidence-based
· We are impact focused
· We are collaborative


	
Overall Purpose of the Role 
To work as part of the HR team and wider support services to provide a professional and customer focussed HR operational service across the colleague lifecycle in line with Scottish Wildlife Trust’s policies, procedures and values. 






	Main Objectives
· HR Services – Providing first level HR advice to managers and staff on all aspects of HR management, employment law and the Trust’s policies and procedures and know when to refer to more complex issues. Building strong working relationships at all levels to influence and engage staff.
· Compensation and benefits – in conjunction with line managers, you will ensure job descriptions are up to date, prepared consistently, and support effective systems of recruitment and salary evaluation. You will also ensure all payroll instructions are prepared, calculated and logged in time for the monthly payroll and submitted to our outsourced payroll provider.  For example contractual variations, new starters, leavers, contractual benefits, pensions etc. 
· Recruitment - Lead on the recruitment administration and selection process, answering queries and providing additional assistance to senior staff when necessary. Making effective use of our recruitment software to prepare and place job adverts, invites, offers and contracts of employment for issue. There will be a view to streamlining this process and develop as required.  
· On-boarding - You will also carry out administration tasks to ensure effective and timely onboarding for new staff. This will include carrying out references, pre-employment screening and re-screening.
· Systems and information management - You will manage the HR database (Breathe HR), inputting and updating records with attention to detail. You will ensure all electronic filing is always up to date. You will draft quarterly staffing and statistical reports and ensure compliance with GDPR at all times. Updating Microsoft Sharepoint where necessary. 
· Learning and development –  You will support the Head of HR with training for managers to ensure people management practices and process are understood and maintained. You will also book training courses as necessary in accordance with agreed priorities and budget availability. You will also maintain our online learning platform (Ihasco) and track attendance of mandatory internal training. 
· Performance management – Administer the probation process ensuring manager know when review meetings need to take place.  You will administer annual performance management system to ensure all annual reviews, work programmes and personal development plans are reviewed and progressed.
· Health and Safety and wellbeing – You will support the Health and Safety Offer and Head of HR in ensuring security/fire/office health and safety procedures are compliant and in operation. Administrative systems – Support  the admin team, you will develop and maintain administrative systems and ensure the office is well maintained.
· Leaver Administration – Ensure resignations are acknowleged in a timely manner and that the leavers procedures are applied.  Support the Head of HR in the leaver process. 




Key Internal & External Contacts

	· All staff – advice and information provision
· Management Team– preparation of papers 
· SCVO – Payroll 
· Royal Society of Wildlife Trusts 
· Chartered Institute of Personnel and Development 
· Pension Administrators
· HMRC
· Recruitment agencies
· Various contractors, including contract cleaners, trades




	Qualifications, Experience (essential/desirable)

	Essential Qualifications (or matched experience) :
· Partially completed or working towards a CIPD qualification

Essential Experience:
· Proven experience of working in a busy office in an HR environment, where the following experience will have been gained:
· Managing payroll, pensions and calculating staff entitlements and benefits
· Managing computerised HR database and other office systems and using them to collate and analyse data
· Providing quality first-level HR advice and knowing when to escalate
· Commitment to equal opportunities practice and behaviour




	Key competencies

	Essential


	Technology and knowledge (IT)
	Highly proficient in the use of Microsoft office with particular expertise in Word, Excel and Outlook 
Excellent skills in the use of payroll and HR systems
Knowledge of best practice and employment and equalities legislation 
Knowledge of good line management

	Organisation and planning
	Manage own workload and meet tight deadlines, often under pressure 
High levels of numeracy with accuracy and attention to detail

	Communication
(writing/spoken)
	Tact and diplomacy to work with confidential information and build relationships

	Problem Solving

	Good analytical and solutions-focussed approach to problem solving

	Judgement

	Ability to exercise judgement, particularly in relation to escalation

	Management

	Ability to manage and influence managers to develop best practice

	Teamwork

	Ability to work alone and be part of a team

	Commitment to organisational culture, values and vision
	Knowledge and passion for wildlife conservation





	Additional  Requirements
	Essential
	Desirable
	Not applicable

	Right to work in the UK
	ü
	
	

	Full Driving Licence
	
	
	

	Protection of Vulnerable Groups membership
	ü
	
	

	First Aid Certificate
	
	ü
	

	Credit Check
	ü
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…. Team Structure

Director of Finance & Resources








HR Coordinator 
Head of HR & Support Services 
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