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Job Title	HR Service Officer

Salary		£33,098 pro-rata (Grade 4)

Duration	9 months

Hours		28 per week (to be worked between Monday to Friday)

Location		Edinburgh or Glasgow.  SCVO staff work a blend of office and home on agreement with their line manager, and within the parameters of our blended working policy.  

1	Introduction and background
SCVO believes the voluntary sector is vital to Scotland’s economy, society, and democracy. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our vision therefore is a thriving voluntary sector at the heart of a successful, fair and inclusive Scotland.   We champion the role of voluntary organisations in building a flourishing society and support voluntary organisations to do work that has a positive impact.  Our values are the foundation of how we act individually and collectively as SCVO staff members.  We are: accountable and committed, responsive, supportive, progressive and bold.

Equality, diversity, inclusion and belonging at SCVO
SCVO is committed to building a workforce of people from a wide range of backgrounds, perspectives, and experiences.  A workforce that includes people of different age groups, socio-economic backgrounds, faiths and beliefs. People who are trans, disabled, from minority ethnic backgrounds. People who identify as lesbian, gay, or bisexual or another sexual orientation. We welcome applications from individuals from all communities particularly from people with disabilities and people from ethnic minority backgrounds, currently under-represented within SCVO.  We share our interview questions in advance of interview, and we offer blended and flexible working from day one of employment, including part-time working and working from home, as well as other flexible working options. 
If you would like a copy of SCVO’s equality, diversity and inclusion policy, please contact hr@scvo.scot
2	Job purpose

To support the day-to-day delivery of SCVO’s HR Service including providing up-to-date and best practice HR advice to voluntary sector organisations and supporting the recruitment and retention of HR Service subscribers. 

Our one-to-one HR advice service is in demand, and the HR Service Officer will join a busy team of HR professionals working together to provide quality advice and further develop our on-line content.  The HR Service currently supports over 160 organisations.

3	Key accountabilities

· Respond to HR Service queries by email and in one-to-one video or phone calls, providing advice and guidance, signposting to reliable resources and escalating more complex cases to the HR Service Advisor.
· Contribute to the recruitment and retention of HR Service subscribers, following up new opportunities, administering renewals and through the provision of an excellent service.
· Maintain and update HR Service records and systems (using our CRM system) and work with our finance team to invoice subscriber organisations.
· Keep up to date with HR best practice and use your knowledge and experience to support voluntary sector organisations.
· Contribute to HR policy and HR content development.
· Support HR Service webinars, and the running of our Employers Network.
· Contribute to the monitoring and evaluation of the service. 
· Demonstrate a collegiate approach to service delivery.  
· Demonstrate an excellent customer service approach. See our customer charter here
· Consistently demonstrate the CIPD’s core behaviours in action.
· Demonstrate SCVO’s values and principles, contributing to an inclusive working environment and service provision.

4	Knowledge, skills, experience and values 

The post holder will be expected to demonstrate the following range of knowledge, skills and experience on a regular basis:

Essential
· CIPD level 3, actively working toward level 5.
· Foundation, Associate or Chartered member of the CIPD.
· Experience of working in an HR role.
· A commitment to developing your career in HR.
· Ability to use your knowledge, experience and research skills to provide HR advice and guidance to HR Service subscribers.
· Proactive with a solution focussed approach.
· A commitment to equality, diversity, inclusion and belonging.
· Excellent customer relations skills, ability to work within SCVO’s values and our Customer Service Charter
· Good judgement skills, an understanding of when issues need to be escalated to the next level.  
· Excellent written and verbal communication skills 
· Confident user of a digital tools, including Microsoft Teams, Outlook, CRM system, Word, Excel and zoom
· Ability to effectively use our customer relations management system (Salesforce).
· An understanding of the issues affecting the Scottish voluntary sector.
· Ability to uphold our values and principles, contributing to an inclusive working environment, striving for environmental sustainability. 

Desirable
· Experience of the Scottish voluntary sector

5	Other duties

Any other general duties as may be required by the line manager.

6	Location and accountability

Glasgow or Edinburgh.  SCVO staff work a blend of office and home on agreement with their line manager, and within the parameters of our blended working policy.  The HR Team meets in person in our Edinburgh or Glasgow office on average, twice a month.  

The HR Service Officer reports to Caroline Christie (Head of HR).

7	Further Information
For further information please contact caroline.christie@scvo.scot 

8	To apply
Please e-mail your application to recruitment@scvo.scot by 12 noon on the closing date.  

Closing date: 	Monday 10 November 2025 (12 noon)
 
Interviews:	w/c 27 November 2025


9   SCVO salary scale
SCVO’s salary scale has six increments.  Appointments are made on the 1st increment.  Staff move up an increment on an annual basis (unless you are involved in formal disciplinary or performance management proceedings).

10 Major terms and conditions	

A full package of Terms and Conditions is available.  Key features include:

Salary: 				£26,478 (£33,098 full time salary)

Duration:				9 months

Annual leave: 			33 days plus 6 public holidays (pro rata)

Pension:		SCVO offers a Defined Contribution Pension salary exchange scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%. 

Probationary period: 		6 months

Hours: 		28 hours per week to be worked between Monday to Friday within the hours of 8:00 and 18:00 (with the option to take a day off during the week).  Flexible working options are available including working from home.  
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