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Tuesday, 26th March 2019

Dear Enquirer,

Re: HR and General Administrative Assistant (Full Time)

Thank you for your interest in this post of HR and Admin Assistant at Restore on behalf of the Oxfordshire Mental Health Partnership (OHMP).

Please find enclosed the following with this letter:

· Job description.
· Equal opportunities monitoring form and a supplementary form concerning criminal convictions.

At this stage of application we require only a CV (curriculum vitae) and a covering letter. The covering letter should demonstrate your ability and experience in relation to the description in the specific responsibilities and you should also address in this letter how you meet the criteria outlined in the person specification responsibilities. We suggest you address each point individually clearly stating how you meet the criteria. It is a good idea to use separate headings for each point.

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.

Please send applications to jobs@restore.org.uk


The closing date for applications is Sunday, 21st April 2019 at midnight. 

Interviews for this post will be held on Thursday, 2nd May 2019. 

[bookmark: _GoBack]We may contact you for further information during the short listing process.

Please note we are not an NHS Employer. 



Yours sincerely,



Faye Hasnath
Head of HR, Volunteering and Training 
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