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Job description

Job title: Human Resources Officer
Section: Human Resources
Band: C
Responsible for: N/A (may influence staff as required)
Responsible to: HR Business Partner

Purpose of post:
The HR Officer provides essential operational support across the HR team, enabling effective delivery of key corporate projects and high‑quality HR services. The post holder will work proactively, using strong organisational skills, sound judgement and an inquisitive, solutions‑focused approach to support staff, managers and HR colleagues.

Key activities:
Employment Lifecycle Administration
· Manage and action contractual changes, including flexible working, contract amendments, maternity, paternity and shared parental leave.
· Process new starters and leavers in relevant HR systems, ensuring timely updates to payroll.
· Welcome new staff to the organisation and provide them with induction information. 
· Coordinate and conduct low risk exit interviews for relevant service areas.
 Process DBS renewal checks for members of staff. 
Attendance Management & Employee Wellbeing
· Monitor sickness absence and ensure compliance with the Sickness Policy. 
· Provide support to staff experiencing personal or sickness‑related concerns.
· Make referrals to Occupational Health and signpost the Employee Assistance Programme.
· Support low level informal and formal meetings within the policy. 
· Provide reports on sickness absence for the HR Business Partner. 


· Provide advice and guidance to staff and managers on the Sickness policy and employee wellbeing, signposting to supportive measures where needed. 

Recruitment
· Support managers in drafting job descriptions and preparing vacancy advertisements.
· Lead on a recruitment process in your service area, ensuring a positive experience for applicants and managers, for example, participating in interview panels.
· Provide managers with basic advice on recruitment situations, for example, types of assessment methods for interviews. 
· Conduct low risk job evaluations to ensure consistent application of the pay structure.

Employee Relations
· Act as lead for low-risk employee relations cases, ensuring the correct processes are followed.
· Support the HR Business Partner for complex employee relations cases.
· Support informal and formal processes with note-taking responsibilities, ensuing an accurate record of meetings.

HR Projects and Learning & Development
· Support the Learning & Development Business Partner with training administration.
· Assist in identifying and promoting employee benefits and wellbeing initiatives.
· Contribute to HR policy updates and project work. 
· Take lead on smaller-scale projects as directed by HR Manager or HR Business Partner
· Run reports from the HR systems and present data in a comprehensive, user-friendly format
· Support LGR work, as directed by HR Manager
· Work with HR Business Partners and other HR Officers to effectively deliver an annual appraisal process
· Participate in any relevant training for the duties of this post and to achieve the key objectives of the Council.

Governance & Other Duties
· Maintain compliance with legislation, Council policies and CIPD standards.
· Support audit processes when required.
· To participate fully in the Council’s staff appraisal scheme.
· To comply with standard employee health and safety at work responsibilities.
· To comply with the Council’s Equal Opportunities and Safeguarding policies.
· To embrace the values and behaviours of the Council.
· Undertake additional duties as allocated by the HR Business Partner.
· To carry out any other related duties as may be directed from time-to-time by the HR Business Partner or HR Manager. 
Location
Council Offices, Argyle Road, Sevenoaks, Kent TN13 1HG



Person specification:

Qualifications

	Essential
	Desirable

	· Good general education up to A level or equivalent
	· HR qualification or equivalent experience or willingness to undertake HR qualification through an apprenticeship scheme




Skills & Experience

	Essential
	Desirable

	· Sound administration experience in a busy office environment, ideally within Human Resources
· Awareness of employment legislation and HR best practice
· Proven experience of providing excellent customer service
· Excellent communication skills, both written and oral, including an ability to adjust communication to a variety of audiences
· Ability to use interactive platforms
· Experience in Microsoft Word, Excel, Outlook and Teams

	Experience in HR generalist role



Approach

	Essential
	Desirable

	· Collaborative team player with strong relationship‑building skills.
· Creative thinker confident in challenging and improving processes.
· Highly organised with strong attention to detail.
· Proactive approach to solving problems and responding to queries
· Identifying issues and using problem solving skills or escalation methods to resolve these. 
· Commitment to equality, diversity and inclusion.
· Professional, approachable and empathetic manner
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