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JOB DESCRIPTION AND PERSON SPECIFICATION

	[bookmark: _Hlk195691512]Job Title
	HR Officer 

	Salary Grade
	Band 5: £19,059 - £20,734 (£31,766 - £34,558 FTE)
+ a generous non-contributory pension scheme
+ 27 days’ annual leave and eight bank/public holidays, in addition to this, three additional days between Christmas and the New Year.


	Section/Team
	HR Team

	Reporting to
	Senior HR Advisor 

	Hours of work 
	21 hours per week – 12 month fixed term opportunity

	Date of issue
	February 2026



	Overall Purposes of Post


	The HR Officer provides comprehensive and professional HR support across the organisation. The role supports managers and employees with day-to-day HR matters, ensuring policies and procedures are applied consistently and in line with employment legislation and best practice.




	Culture and Values
Our work is driven by our vision of LIFE Together - to share the transforming Gospel of Jesus Christ, so people may know life in all its fullness. We do this by supporting, enabling and equipping the Church of England in and around Gloucestershire.

Our culture is built on valuing people and relationships, professional excellence, and being aspirational for our communities. We foster an open environment where every team member is encouraged to contribute ideas that refine our practices and enhance our impact.

	




	
	Responsibilities and Accountabilities 

	Nature and Scope of Role 

	1.
	Employee Relations

	· Provide proactive guidance to managers to resolve issues at an early stage
· Provide first-line HR advice to managers and staff on HR policies, sickness absence, performance and conduct.
· Support with disciplinary, grievance, absence, and performance management processes
· Attend formal meetings as HR support and note taker
· Promote fair and consistent people management practices


	2.
	Recruitment & Onboarding

	Working together with the HR & Safeguarding Administrator: 
· Coordinate recruitment processes including advertising, shortlisting support, interviews, and offers
· Carry out pre-employment checks (references, right to work, DBS where applicable)
· Prepare contracts of employment and new starter documentation
· Deliver or coordinate induction processes


	3.
	HR Administration

	Working together with the HR & Safeguarding Administrator: 
· Maintain accurate and confidential employee records
· Taking the lead for sharing and training updates and process improvements in our HR systems.  
· Produce HR documentation including letters, contracts, and policy updates
· Monitor probation periods and notify managers of review dates
· Produce HR reports and other data as required 
· Administer changes to terms and conditions, benefits and payroll notifications 

	3.
	Payroll & Benefits Support

	· Liaise with payroll regarding starters, leavers, and contractual changes
· Administer employee benefits where applicable
· Ensure accurate HR data for payroll processing


	4.

	Learning & Development

	· Support training coordination and maintain training records
· Assist with identifying development needs and learning opportunities
· Help organise internal and external training sessions
· Assist with the coordination of learning needs analyses and training schedules.
· Support delivery of induction and development programmes.
· Track participation and evaluate training effectiveness.


	5.
	Policy & Compliance

	· Support the review and updating of HR policies and procedures
· Ensure compliance with employment legislation and data protection requirements
· Assist with HR audits and reporting


	6.
	General HR Support

	· Contribute to HR projects and organisational initiatives
· Support employee wellbeing initiatives
· Promote a positive workplace culture
· Promote and embed our culture and values across the organisation. 






Generic Responsibilities

	Generic Responsibilities


	1
	To receive incoming enquiries and telephone calls, dealing promptly and courteously with enquiries, and ensuring high quality customer service at all times.


	2
	To ensure that all health and safety instructions are followed, including specified training, and that care is taken to ensure safety for self and colleagues, reporting concerns immediately.


	3
	To ensure that all safeguarding policies and practices appropriate to the role are undertaken including specified training.


	4
	To contribute to the wider DBF Net Zero commitment as they relate to our working offices and practices.


	5
	To undertake other supportive tasks and roles as appropriate.






Person Specification

	Attributes
	Essential
	Desirable


	
Qualifications and Training

	Good standard of written and spoken English and numeracy skills (equivalent to GCSE Grade 4/C or above).
	CIPD Level 3 or above (or working towards).


	
Experience

	Experience providing first-line HR advice in a generalist environment

Experience of organising, planning and prioritising a varied workload.
Experience supporting employee relations casework
Confidence working with managers at varying levels
Ability to interpret policy and apply judgement
Experience of collaborative working. 
Experience using HR Information Systems.

	
Experience of working with communities of faith.


	
Knowledge, skills and abilities

	Strong understanding of UK employment law.
Strong organisational and administrative skills
Ability to work confidentially and handle sensitive information.
Excellent written and verbal communication skills
Proficient in Microsoft Office and HR systems

	








	
Personal Qualities


	
Practical problem solver with ‘can do’ attitude.

Friendly and approachable style.

Team player and supportive colleague happy to help others with their workload when needed.

Able to work collaboratively and flexibly according to individual and team workload.  

People centred, approachable and friendly 

Sympathetic to the overall Christian mission of the Church of England. 
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