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LITTLEHAMPTON TOWN COUNCIL 

Job Description

	DEPARTMENT:
	Corporate Services and Governance

	LOCATION:
	Littlehampton, Manor House

	JOB TITLE:
	Human Resources and Organisational Development Officer

	GRADE: 
	NJC Scale 5, Spinal Column Points 12 to 17

	RESPONSIBLE TO:
	Head of Corporate Services and Governance




MAIN PURPOSE OF THE ROLE:


This officer provides professional support across the full range of human resources and organisational development activities, ensuring the council meets its statutory obligations and delivers high-quality services to employees and managers.

The role contributes to developing a positive organisational culture, supporting workforce development, and enabling effective people management practices across the council.


Key Tasks   

HR Operations
1. Deliver timely and accurate advice to managers and employees on HR policies, procedures, and terms and conditions.
2. Co-ordinate recruitment and selection processes, including drafting job adverts, supporting the shortlisting process, supporting the interview process and pre-employment checks.
3. Administer the full range of HR processes such as onboarding, performance management, contract changes, and leavers.
4. Work with managers to ensure the performance appraisal system and on-going associated work plans are consistently linked to the Council’s strategic plans.
5. Oversee the full apprenticeship lifecycle, supporting managers and apprentices from recruitment through to completion and ensuring all requirements are met. 
6. Provide guidance and practical support to managers with responsibility for volunteers, ensuring consistent, inclusive and well-governed volunteer practices. 
7. Maintain accurate HR records, ensuring compliance with data protection legislation.
8. Prepare HR documentation including contracts, letters, reports, and meeting notes.
Employee Relations
9. Provide first-line support on employee relations issues such as absence, performance, conduct, and grievance matters.
10. Assist in the preparation of casework documentation and attend meetings to take notes where required.
11. Support managers in applying HR policies consistently and fairly.
12. Liaise with external HR support providers when required.
13. Build effective working relationships with managers, employees, employee representative groups, and external partners.
Organisational Development
14. Contribute to the design, delivery, and evaluation of learning and development programmes across the organisation.
15. Support organisational change initiatives, including workforce planning and culture-change projects.
16. Coordinate employee engagement activities, including surveys, focus groups, and communication initiatives.
17. Coordinate and monitor the delivery of councillor induction, mandatory training and ongoing development to ensure strong governance and compliance. 
18. Maintain training records and co-ordinate mandatory training compliance.
HR Systems and Data
19. Maintain and update HR information systems, monitoring and ensuring data accuracy and integrity.
20. Produce routine and ad-hoc HR reports to support decision-making.
21. Support the development of digital HR processes and improvements to HR systems.
Policy and Compliance
22. Contribute to the review, development and implementation of HR and OD policies and procedures.
23. Ensure compliance with employment legislation, council policies, and best practice standards.
24. Support equality, diversity, and inclusion initiatives across the organisation.
General
25. To manage the relevant pages on council owned websites and social media with an efficient schedule for content management. 
26. To undertake relevant training and development opportunities.
27. To comply with the Town Council’s policies at all times, including Health and Safety, Equal Opportunities, Data Protection and Safeguarding.
28. Apply consistently the principles of Equal Opportunities and promote the council’s values and behaviours in all aspects of work.
29. Undertake any other duties commensurate with the grade and nature of the role.

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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Date (drawn up): 19/02/2026. Reference of Officer(s): LC, MN, JS
LITTLEHAMPTON TOWN COUNCIL 

Person Specification

Post Title: Human Resources and Organisational Development Officer
Location: Littlehampton
Grade: NJC Scale 5 SCP 12 to 17

Skills and Abilities

Essential Criteria
· Communicates clearly and adapts their style to the situation, providing clear advice and guidance and managing challenging conversations professionally
· Works collaboratively across teams, sharing knowledge and providing informal coaching alongside general team support
· Manages a varied workload independently, prioritising effectively and adapting to changing needs
· High level of accuracy and attention to detail
· Uses ICT systems confidently, extracting and analysing data to support effective service delivery
· Ability to handle sensitive information with discretion and professionalism
· Analyses issues, proposes solutions, and makes decisions within guidelines while resolving routine problems independently 
· Oversees small groups or activities
· Ability to co-ordinate structured training programmes and maintain accurate training records.

Desirable Criteria
· Ability to analyse HR data and produce reports. 
· Ability to liaise effectively with training providers, councillors, apprentices and volunteers.

Education and Qualifications

Essential Criteria
· Very good literacy and numeracy Level 2 to 3
· Relevant vocational qualification level 2 or 3 or equivalent experience
· Evidence of continuous professional development.

Desirable Criteria
· Willingness to work towards Level 3 to 4 relevant vocational qualification

Knowledge

Essential Criteria
· Applies good specialist knowledge to the role, using standard systems effectively and providing advice and support to colleagues 
· Awareness of health and safety and risk management and its application
· Understanding of UK employment legislation and HR best practice
· Understanding of confidentiality, data protection, and GDPR requirements

Desirable Criteria

· Knowledge of job evaluation process (e.g. NJC or similar frameworks)
· Understanding of the principles of volunteer management.

Experience

Essential Criteria
· Working in a HR environment, providing advice and administrative support
· Supporting recruitment and selection processes
· Maintaining HR systems and producing HR data or reports
· Supporting learning and development or organisational development activities
· Co-ordinating training activities or learning programmes.

Desirable Criteria

· Experience working in local government or the wider public sector
· Experience supporting organisational change or employee engagement initiatives
· Experience delivering training or facilitating group sessions
· Experience supporting apprenticeship programmes, volunteer schemes or working with training providers.

Professional behaviours and values

Essential Criteria
· Handles customer service effectively and professionally, managing complex or challenging situations with confidence and provides guidance to colleagues
· Takes ownership of tasks, modelling professional and inclusive behaviour for others
· Applies equalities, diversity and inclusion principles to work and supports their consideration in HR practices

Other
· Ability to work occasional evenings
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