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HR Officer – c. Up to £26,000 Based in Telford

Role Purpose:    

· To provide comprehensive operational HR support and advice to the organisation on a day to day basis and to support the Senior HR Officer and Reward Manager to ensure HR objectives are achieved. 

Duties & Responsibilities/ Performance Measures/ Knowledge, Skills & Experience

· To work with the HR team to identify projects to improve HR service delivery and achievement of HR strategy.

· Provide support, coaching and training to line managers in the recruitment and selection of Employees.

· Provide professional advice to Employees and managers on a range of matters such as, Corrective Action, Absence, (long & short term - including conduct & capability) 

· Performance Management, internal transfers and flexible working.

· Provide support, coaching and training to line managers in all matters relating to ER including performance management, individual/team development, trouble shooting and the recruitment and selection of Employees.

· Provide general administrative support; creation of offer letters, probationary reviews, data entry, and updating the HR system.

· Responsibility for the maintenance and management training for the absence management system.

· Assessing and developing candidates in teams and team leader centres, including the use of psychometric testing 

· Arranging support through referrals to the counsellor and the physiotherapist. 

· Assisting with preparation material for tribunals.

· Support, incentivised resignation schemes, and redundancy programs.

· Responsibility for maintaining the HR pages on the Company Intranet site.

· Recruitment of new staff at all levels; 

· Facilitating the advertisement of the role, liaising with external recruitment agency, interviewing, and administration, referencing and providing full handbook and rules during induction. 

· Liaison with agencies for temporary workers, and invoice reconciliation.

· Regular attendance at managers’ productivity meeting. 

· Review / creation of Company policies and procedures.

· Managing absence through communicating with and supporting employees at all levels to return to work. 

· Advise Managers and Cell Leaders on the internal transfer of Employees

· Support the design and delivery of training programmes. 

· Facilitating attendance awards. 

· Advising on employment law in relation to any operational matter – seeking guidance from the HRM and external specialists as required. 

· Ensuring that Section 8 documentation is up to date, and ensuring that Employees can legally work at HR CAREERS CLIENTS.

· Ensure participation in the diffusion of HR CAREERS CLIENTS Spirit and HR CAREERS CLIENTS 

Essential

· Experience in a similar role.

· Qualified or part qualified CIPD qualification or equivalent

· Strong HR Generalist background.

· Ability to prioritise; Accuracy.

· MS Office Suite proficiency and Lotus Notes and AS400 knowledge.

· Flexibility and open minded. Strong accountability and drive to deliver.

· Customer focused with strong influencing skills. 

· Ability to thrive in challenging environment enjoying variety. 

· Drive, integrity and credibility. 

· Coaching and facilitation skills. 

· Good organisational skills and ability to act on own initiative. 

· IT and analytical skills. 

· Excellent Verbal / written communication skills both face to face, written and on the telephone

· Professional approach to work and lead by example at all times 

Desirable

· Previous Manufacturing experience. Level A & B Psychometrics.
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