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Dudley Lodge Safeguarding Children Services 

Dudley Lodge Family Assessment Centre - 143 Warwick Road, Coventry, CV3 6AT

Bonner House – 172 Sellywood Road, Bournville, Birmingham, B30 1TJ
	Job Description 

	Job Title: 
	HR & Communications Assistant 

	Grade:
	Scale Point 22 - 27 (£22,751 - £26,619) 

	Hours:
	37.5 hours per week 

	Base:
	Multiple Sites (Coventry and Birmingham)


Is the post exempt from the Rehabilitation of Offenders Act?

Yes  

Does the post require a DBS check?  




Yes  
Purpose of Job

The primary focus of this job is to provide high quality HR and Communications administrative assistance to the Operations Managers and Executive Team. There will be an emphasis on recruitment, reward, employee engagement, external communications, and human resources.
Personal Skills & Characteristics

· Have a strong passion about charity

· Excellent and effective written and verbal communication skills

· Strong IT skills and interest in social media

· Motivated, hardworking and energetic

· Excellent administrative and organisational skills with great attention to detail

· Have 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

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

Main Responsibilities

Human Resources

· Recruitment processes – Providing support to recruitment campaigns. 
· Assisting the HR officer with HR Systems – developing, implementing and managing HR Toolkit software

· Sickness Records - developing monitoring systems in relation to sick leave (attendance monitoring), retention, recruitment, Equal Opportunities/Equality and Diversity etc. 
· Staff Welfare – informing staff of company benefits and assisting with the management of these.

· Ensuring staff handbooks/policy and procedures are up-to-date and available for staff on HR Toolkit
· Respond to day-to-day HR queries and/or support the HR Officer in managing these queries
· Liaise closely with our external HR Company 
Communications 

· Maintain the company website; post regular updates e.g. news releases, blogs, job adverts, and assist with writing content 

· Assist with the management of social media communications including Facebook, LinkedIn and Twitter

· Assist in producing engaging social media content 

· Provide admin support to the marketing process

· Co-ordinate and assist with marketing events

· Assist with the development of marketing materials

· Collect and analyse marketing data

· Develop content for, and produce a quarterly staff newsletter

· Assist the Operations Manager with market research and carry out marketing campaigns. 

Other

· Undertake any other duties appropriate to the post

· To actively promote Dudley Lodges commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group 

· Promote and maintain equal opportunities and anti-oppressive practice within the work environment

Title of post to which this job normally reports
Operations Manager (Practice & Projects)
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.


DUDLEY LODGE 

PERSON SPECIFICATION – HR & Communications Assistant
	Factors
	Essential
	Desirable
	How Identified

	Qualifications/
Training
	· GCSE English & Maths grade C or above, or equivalent qualification


	· CIPD Qualification

· IT based qualification 

· Digital marketing qualification
	Application Form

	Skills/Abilities
	· 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 digital IT skills and experienced with Microsoft Office Word Excel and PowerPoint

· 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 polite and friendly manner

· Ability to contribute effectively to team working

· Able to foster effective working relationships quickly with staff, service users and professionals

· Record information accurately

· Makes good opportunities to develop within the role
	· 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
	· Office based administrative experience

· Previous experience of HR 
	· Financial administration experience

· Experience of handling confidential information
	Application Form/
Interview


