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HR and General Administrative Assistant
	Department: 
	HR, Volunteering and Training 
	Reports to: 
	 
Head of HR, Volunteering and Training




	Employment term
	Full Time/Perm
35 hours working a week - 8.30am to 4.00pm with the view to fulfil 37 hours at a later stage 
	Salary: 
	[bookmark: _GoBack]£17,918 to £20,151 per annum,pro rata (depending on experience) actual salary will be from £16,949 per annum



	Position based in
	Oxford,
Oxfordshire, UK
	Benefits
	Employee Assistance Programme, Pensions, 33 days holiday (pro rata) inclusive of bank holidays, 4 weeks optional unpaid sabbatical after five year’s service and more


Overall Aim
This is an opportunity to use your first class organisational and administrative skills to play a key HR role for a renowned and well-regarded Charity.
Reporting to the Head of HR, Volunteering and Training, this key role will provide administrative HR support for recruitment, staff induction and the employee life cycle, as well as liaising with processing payroll and assisting with first line HR enquiries. Working closely with the Finance, V&T team as well as other staff and other Restore stakeholders, this role requires the ability to work independently and as a member of a team. Knowledge and experience within an HR function would be essential and experience of a volunteering setting desirable. We are looking for an expert administrator and coordinator who is able to balance conflicting priorities and who has excellent interpersonal and communication skills. If you have the passion to work in a leading community charity, we would love to hear from you. 

We are looking for someone from an enthusiastic school leaver to postgraduates who are looking for a genuine, challenging and rewarding career path with scope for career development. You will be offered on the job training and learn about our inspiring charity form the very heart, helping you achieve and exceed your career goals. This post requires a motivated, committed and highly organised person to work alongside Restore staff, volunteers and all stakeholders. 




Specific responsibilities
Human Resources

· Payroll and Pensions processing.
· Providing the first point of Contact for HR queries.
· Recruiting, advertising of new roles, CV sifting and responding to candidates with the progress of their application and assisting in employment interviews and tests.
· Updating policies according to new legislations and formatting HR documents.
· Draft HR Letters.
· Administering the probationary review time periods and leavers process. 
· Employee orientation, development, and training logistics and recordkeeping.
· Carrying out DBS and reference checks.
· Assisting with employee relations this covers taking meeting notes.
· Employee safety, welfare, wellness, and health reporting.
· Tracking holiday and sickness records, reporting and handling queries.
· Updating the benefits for staff and researching new opportunities.
· Internal communication.
· Attend HR Clubs and cascade information.
· Create and update an organisational chart.
· Other HR tasks may follow. 

Administrative

· Supervise volunteers in Support Services to ensure that tasks for volunteers are planned ahead. 
· Room Bookings, issuing keys and going over alarms.
· Liaising with building maintenance providers. 
· Assist in stationery orders.
· General assistance in supporting the CEO, Finance and HR &Training Team.
· Assistance with Restore events.
· Bank preparation and occasional visits to the bank.
· Assist with the day-to-day efficient operation of the HR office. 
· Receptionist cover.
Other

· Quarterly visits to Restore sites.
· Website Management HR/Admin related.
· To support the Volunteering and Training Team in attending Recruitment and Celebration events.

Person Specification  
You will have an understanding of the sector, and empathy with people with mental health problems is vital. Restore needs people who have the ability to cope with limited resources, seize opportunities and think creatively. Awareness of the stigma and other issues surrounding mental illness is important, as is the ability to remain calm under pressure when dealing with sensitive staffing or member issues.  

Essential Requirements

· Knowledge of HR practice and policies. 
· Intermediate understanding of Microsoft packages including Outlook, Word and Excel.
· Strong interpersonal and influencing skills.
· Ability to build good working relationships with colleagues at all levels.
· High levels of accuracy, attention to detail and ability to work to deadlines.
· A self-starter who can work both independently and collaboratively.
· Creative flair and an ability to work imaginatively.
· Excellent organisational skills and the ability to manage a wide range of tasks.
· Ability to deal with information in a confidential manner and respond with sensitivity to the opinions of others.
· Flexible and non-judgemental approach to people and work.
· Ability to work on own initiative, to organise work and meet deadlines.
· Excellent listening skills and communication skills (both written and verbal).
· Excellent time management skills with an ability to manage a range of objectives.
· Awareness of and commitment to all aspects of anti-discriminatory practice.
· Experience of using SAGE or other HR/Payroll information systems. 

Education
· GCSE or equivalent in Maths and English 9 to 4 (A to C) or equivalent

Desirable Requirements

· Previous HR Experience.
· Experience of working in a voluntary sector setting.



Other work related criteria

· Willing and able to undertake regular travel within the county and occasionally elsewhere in the UK.  
· Any offer of employment is subject to a satisfactory Disclosure and Barring Service check.

This job description is likely to change over time, subject to discussion with the post holder, and in line with the expectation of funders and the strategy for the organisation agreed by the Board of Trustees.

This post will be on a 4 week’s notice period.


About Restore 

Restore works in Oxfordshire with people who have severe and enduring mental health problems. We know that everyone has talents and abilities, and the capacity to make a valuable contribution to the community. We believe that people with mental health problems have the right to work, the right to the support they need to gain employment and lead fulfilling lives.  We also believe that the stigma associated with mental health problems damages the whole community and in all we do, we work to challenge this discrimination.

Restore provides Recovery Groups and a Coaching Service. Coaching provides one to one support enabling members (service users) to achieve their aims. Restore's coaching activities focus on supporting people to achieve paid work, after a period of illness, to start volunteering or start or return to education. Some coaches are embedded within Recovery Groups, and others work within hospital or community settings.  Recovery Groups provide members with the opportunity to work on their journey of recovery together through therapeutic activity such as gardening, woodwork, catering or craft based activities.

Restore has six sites in Oxfordshire and is part of the Oxfordshire Mental Health Partnership, a partnership that formally brings together six local mental health organisations: Oxford Health Foundation NHS Trust, Connections Floating Support, Elmore Community Services, Oxfordshire MIND, Response and Restore. The partnership is committed to better integrating services across the county in order to make it easier for people to get the best mental health support possible. 

Restore also leads on the delivery of the Oxfordshire Recovery College, an innovative shared learning environment for people with mental illness, their families, carers and professionals.

Restore also offers Mental Health First Aid training and Working With Mental Health courses, the former aimed at both individuals and organisations, the latter aimed specifically at the corporate sector.

Find out more at www.restore.org.uk and www.oxfordshirerecoverycollege.org.uk
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