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Job Description

	Job Title
	HR Officer

	Team
	Operational Services

	Responsible to
	Director of Finance and Operations

	Salary
	[bookmark: _Hlk232601490]£25,290 – £33,767 (pro rata) depending on skills and experience

	Contract
	Permanent Part Time (21 hours per week)

	Location
	Home-based, with occasional travel to our offices in Edinburgh and to external meetings. Mindroom provides a nationwide service and welcomes applications from across Scotland.



Job Purpose
The HR Officer role is a new role within Mindroom’s Operational Services team. With ongoing support from the Director of Finance and Operations, together with Mindroom’s external HR consultants Work Nest, the post holder will be the first point of contact for managers and staff members requiring support, advice and guidance on a wide range of HR and employee related matters. 

Day to day, you will be responsible for providing a collaborative and forward-thinking human resources service, ensuring compliance with relevant legislation and organisational policies and procedures.

The role would suit someone with extensive HR experience who understands what a positive and inclusive workplace culture looks and feels like. With excellent communication skills, you will be an approachable and supportive HR generalist who is able to establish trust and credibility with colleagues and who is able to work collaboratively in finding solutions to a range of both challenging and opportunistic situations.

Key Responsibilities:

· Supporting both the Senior Management Team and employees by providing information, advice and assistance on a broad range of human resources matters throughout the employment lifecycle. 

· Leading on the development, implementation and review of HR related organisational policies and procedures.

· Keeping up to date with relevant employment legislation to ensure that all policies, procedures and training requirements are up to date and are communicated effectively to employees

· Assisting managers with handling all aspects of absence including recording and monitoring absence, sickness, maternity and paternity leave, annual leave, and unpaid leave. 

· Assisting managers with handling disciplinary, grievance, performance and any other similar employee related issues. 

· Assisting managers with all aspects of the Charity’s recruitment and onboarding processes.

· Working closely with the Finance Team to ensure all employee related information is processed in a timely and accurate manner for the monthly payroll. 

· Assist in managing the Workforce Development, HR and Recruitment budgets. 

· Maintaining accurate employee electronic records and ensuring confidentiality in accordance with GDPR legislation.

· Leading the organisational strategy on employee engagement, enabling employee voice, and using existing software to regularly survey staff and provide insight to Senior Managers on themes and provide people-focused solutions.

· Assist in the design and delivery of the Workforce Development strategy and collaborate with managers to develop the organisation wide training and development plans in order to meet the future needs of the Charity. 


Additional Information
The salary range for this post is £25,290 to £33,767 (pro rata), depending on skills and experience. This is a part-time role of 21 hours per week. We offer 27 days annual leave (pro rata), plus 8 days public holidays.

The charity operates a contributory pension scheme, with an employer contribution currently at 5%. There is a mileage allowance for own car use. We have a confidential conversations service in place for all staff, currently provided by Crossreach. PVG registration is required for this role, and the successful applicant will be expected to comply with Mindroom's policies and procedures, including confidentiality and data protection. As a new employee, you will be required to successfully complete a 6-month probationary period.

This post is home-based, with travel to Mindroom's offices in Edinburgh and to external meetings, team days and events. Mindroom provides a nationwide service and welcomes applications from across Scotland.


Person Specification

	Criteria
	Essential
	Desirable

	Education and qualifications

	Educated to SCQF Level 8 or above in a relevant field (e.g. HR, Employment Law, Education, Social Work). Qualifications may include HND, Diploma of Higher Education, Higher or Technical Apprenticeship at SCQF Level 8, SVQ at SCQF Level 8, or significant equivalent skills and experience.
	✓
	

	Experience

	Demonstrable experience in a HR generalist role. 
	✓
	

	Experience of developing and implementing HR policies and developing and installing efficient and effective HR systems and procedures.
	✓
	

	Experience of managing recruitment campaigns.
	✓
	

	Confidence in handling confidential and sensitive information with discretion and maintaining absolute confidentiality.
	✓
	

	Experience in delivering HR projects to time and specification.
	✓
	

	Demonstrable experience of offering high quality advice and support to a Senior Management Team.
	✓
	

	Proven ability to work to tight deadlines and responding to challenging priorities. 
	✓
	

	Knowledge

	Knowledge and understanding of neurodiversity, neurodivergence and neurodevelopmental conditions.
	
	✓

	An understanding of how the third sector works
	
	✓

	Up to date, and generalist, knowledge of employment law and its practical application.
	✓
	

	Knowledge of GDPR legislation.
	✓
	

	Skills
	
	

	Ability to build effective and professional relationships with both colleagues and external stakeholders.
	
	

	Excellent communication, presentation and interpersonal skills.
	✓
	

	
Demonstrable working knowledge of Microsoft Office software, specifically Outlook, Word, Excel and SharePoint
	✓
	

	Familiarity with using a database to record details of activity.
	✓
	

	Strong IT skills and HR systems experience such as Bright HR, HRIS, ATS.

	✓
	

	Personal Attributes

	Being open to adapting in order to support the needs of the wider team and the organisation.
	✓
	

	Ability to remain calm under pressure.
	✓
	

	Ability to work independently and on own initiative, while knowing when to seek support from line manager or colleagues.
	✓
	

	Ability to work as part of an effective team.
	✓
	

	Ability to show empathy and understanding.
	✓
	

	Other

	Clean driving licence and use of a roadworthy car.
	✓
	

	A satisfactory PVG check (post offer of employment, and an ongoing condition of the role).
	✓
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