[image: image1.jpg]Dudley Lodge

safeguarding children services





[image: image2.png]



	Job Title: 
	HR Assistant 

	Salary:
	£19,446 - £23,651 – (scale 14 – 21)

	Hours:
	37.5 hours per week (some flexibility available around hours)

	Base:
	Working from Home, Occasional working at the centres Birmingham and Coventry Centre. 


Is the post exempt from the Rehabilitation of Offenders Act?

Yes  

Does the post require a DBS check?  




Yes  

Our Commitment Statement 

Our expectation of all staff is to demonstrate kindness, empathy, and fairness to all.

Dudley Lodge strive to provide an inclusive working environment and experience, where employees can bring their best, and authentic self to work. Where difference is recognised, respected, valued, and celebrated. 

Our approach to inclusion and diversity is rooted in listening, learning and acting. This includes conducting ongoing listening forums across the company, the implementation of Inclusion & Diversity talking/support groups, workshops and training, good quality supervision, surveys and collaborative working parties. All with the core aim to receive honest feedback, reflect and continuously strive to be the best that we can be. 

WHO IS DUDLEY LODGE?

Dudley Lodge is a UK registered non-profit making charity and company limited by guarantee. Dudley Lodge was established in 1895 and is one of the leading Family Assessment Centres in England and Wales.

Dudley Lodge operates from two Centres; Dudley Lodge Family Assessment Centre in Coventry and Bonner House Family Assessment Centre in Birmingham. Both Centres are regulated by Ofsted, Dudley Lodge received an Outstanding Status during their inspection in 2018 and Bonner House received a Good Status during their inspection in 2017.  

We promote a culture which encourages people to be open to new experiences, recognise their strengths and strive to achieve.  This relates to everyone who accesses, and works within, our services.

Purpose of Job

The primary focus of this job is to provide high quality HR administrative assistance to the HR Team. There will be an emphasis on recruitment and HR record management.

We are looking for a highly motivated candidate with a can-do attitude, who can work accurately under pressure and prioritise high volumes of work.
Responsibilities 
· Create and organise all recruitment advertising, internally and externally

· Providing high volume recruitment admin support
· Preparation of interview packs

· Co-ordinating 1st and 2nd stage interviews to candidates and proving feedback
· Involvement may be required at times in the interviewing process

· Updating spreadsheets accordingly to track process of each role 

· Creating and sending offer letters and contracts

· Ensuring the personnel files are up-to-date

· Chasing relevant new starter checks that are required for an employee to start

· Processing DBS’s are part of the recruitment process

· Renewing DBS’s as and when these are required

· Being involved in safer recruitment updates 

· Ensuring probations are up-to-date

· Maintaining accurate records in the recruitment system, electronic filing

· Collating information for diversity statistics  

· Keeping HRToolkit records up to date 

· Complying with GDPR Procedures 

· Ensuring any leavers are processed accordingly 

· Minute taking HR meetings as and when required 

· Staff Welfare – informing staff of company benefits and assisting with the management of these

· Updating sickness records and reporting to managers with Return to Works that are required to be carried out

· Supporting the HR Team with all ad hoc administrative duties 

· Respond to day-to-day HR queries and/or support the HR Staff Relations Lead with these queries 
· Liaising with the charity’s external HR company as required 
The Successful candidate will be able to demonstrate

· Some background in HR administration

· Strong administrative and organisational skills with a good eye for detail and the ability to stick to deadlines 

· Excellent and effective oral and written communication skills
· A confident, polite and friendly manner  

· An ability to prioritise workload 

· A high degree of confidentiality and discretion with a keen sense of integrity

· Strong IT skills
· A problem-solving approach to work with a ‘can do attitude’

· Teamworking skills and a willingness to share knowledge and expertise to achieve common goals
Benefits
Dudley Lodge staff enjoy many benefits such as; training opportunities, enhanced holidays (after qualifying period), contributory pension, health care policy (after qualifying period), employee assistance programme, attendance allowance.
Please download an application pack for this vacancy through our website www.dudlyelodge.co.uk. If you would like to discuss anything, please contact 02476 502800.
Title of post to which this job normally reports:
HR Staff Relations Lead 
Special Conditions

All staff members are expected to work in a flexible way to cope with the needs, demands and requirements of the Centre.

Dudley Lodge operates a non-smoking environment for staff members. 

Observance of the Centre’s Equal Opportunities Policy will be required, and to work at all times in accordance with all the Centre’s policies and procedures.

Failure by a member of staff to report actual or suspected physical or sexual abuse of a child by another member of staff or other person having contact with the child may constitute a disciplinary offence.

Please note we do not accept CV’s
Closing Date:  Monday 21st June 

Interviews will be held week commence 28th June



“We are an equal opportunities employer and we welcome applications from all suitably qualified persons”

DUDLEY LODGE 

PERSON SPECIFICATION – HR Assistant

	Factors
	Essential
	Desirable
	How Identified

	Qualifications/

Training
	 GCSE English & Maths grade C or above, or equivalent qualification


	 HR/Admin Qualification 
 IT based qualification 


	Application Form

	Skills/Abilities
	 Strong administrative and organisational skills with a good eye for detail and the ability to stick to deadlines 
 Self-motivated, uses own initiative and can work independently

 Takes responsibility for own work

 Ability to prioritise own workload

 Excellent communication and interpersonal skills

 Strong IT skills and experienced with Microsoft Office Word and Excel.
 Excellent grammar and written skills 

 Good organisational and co-ordination skills

 Deal with issues of a confidential nature in a courteous and diplomatic manner 

 A confident, polite and friendly manner  

 Ability to contribute effectively to team working

 Able to foster effective working relationships quickly with staff and external parties
 Record information accurately

 Ability to take accurate minutes at meetings


	· Worked in a confidential setting previously


	Application Form/ Interview/test

	Knowledge
	 Good understanding of administrative procedures and systems i.e. Filing, record keeping & the principles behind this.

 Good understanding of the importance of customer care

 Good knowledge of how to maintain efficient administrative systems

 Understanding of and commitment to equal opportunities
	
	Application Form/Interview

	Experience
	 Some background in HR administration

 Office based administrative experience
 Experience of handling confidential information

	 Financial administration experience


	Application Form/

Interview



Dudley Lodge is committed to safeguarding and promoting the welfare of children and young people and vulnerable adults and expect all staff and volunteers to share this commitment.�We are an equal opportunities employer and welcome applications from all suitably qualified persons.�All posts are exempt from the Rehabilitation of Offenders Act 1974. Amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain convictions and cautions are 'protected' and so are not subject to disclosure and should not be taken into account. Further information about this can be found on the DBS website or at Nacro. �This post is subject to medical clearance and an enhanced DBS disclosure.








