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JOB SPECIFICATION

Job Title :

Human Resources Assistant 
Responsible  To :
Human Resources Manager
Location :

Head Office, Selkirk, Scottish Borders 

Date :


June 2019
____________________________________________________________________
Job Overview
This is a newly created role for the purpose to assist our HR Manager in providing confidential and comprehensive HR support and professional advice across all aspects of our business.  

A significant element of the role will be spent reviewing current ways of working under the guidance of the HR manager.  This will ensure staff and line management receive the support and training they require.

The role will suit someone with a positive personality, excellent communication and good listening skills and a professional, proactive approach to their work.

RESPONSIBILTIES :
Brief summary of duties include :-
· To provide HR advice in the application of HR policies and procedures, escalating complex issues to the HR Manager, where appropriate.

· Assist with the collation, production and processing of Payroll information through third party company and using our bespoke computer system, PayIT.
· Assist HR Manager to co-ordinate and oversee HR processes for the end to end lifecycle of recruitment, starters, leavers, pre-employment checks, workforce changes across all manufacturing locations, when required.

· Maintain data accuracy on HRMS and regularly report to monitor data quality in line with GDPR.

· Note taking at meetings as required, including disciplinary and grievance hearings.

· Work to continuously improve the HR services delivered to enhance organisational performance.

· Maintain accurate Training records and co-ordinate and arrange training for employees and our subcontract erections, when required.

· Assist with the monitoring of long and short term absenteeism, providing advice and reporting of performance.
· Assist with arranging and monitoring Occupational Health visits to ensure service standards are met.

· Support the HR Manager in monitoring HR process compliance and the effective creation and maintenance of human resource digital and paper records across all aspects of our business, ensuring compliance within the wider legal framework (Human Rights Act, Right to Work and GDPR etc).
· Co-ordinate Social events to increase employee engagement (Race Days / Team Building Events / Xmas Function etc).
· The nature of the post will, from time to time, require commitment outside of normal office hours, including evenings or working away from home – this will be coordinated with notice.
ESSENTIAL KNOWLEDGE AND SKILLS :
1. Good time management: Ability to prioritise work load in a timely manner.

2. Computer literature in the use of Microsoft Office applications.

3. Excellent numeracy skills and attention to deal.
4. Organised and methodical.

5. Teamworking : Team player with a "can do" attitude.
6. Experience of working within an HR department.

7. Have or be working towards CIPD accreditation.

8. Be able to demonstrate knowledge and expertise of best practice in Employment Legislation.

9. Experience of working with confidential information and in compliance to data protection regulations.

10. Hold a UK driving licence and have access to a vehicle.
BENEFITS :
Oregon aim to offer a competitive benefits package and this role is based on :-

· Hours of Work :
Part Time circa 20-25 hours per week
· Salary :


£22-26,000 per annum pro rata (depending on experience) 
· Holiday Entitlement :
33 days per annum pro rata (inclusive of bank/public holidays)
· Department :

Human Resources

· Location :

Dunsdale Road, Selkirk
We also offer these non-contractual benefits :-

· Profit Related Bonus Scheme.
· Supported continued professional development.

· Membership subscriptions funded.

· Enhanced Group Auto Enrolment Pension Scheme.
Various other benefits will be advised during interview.
If you are interested in this unique and rewarding opportunity, please send a full CV along with a covering letter detailing your relevant experience and why you would be a suitable candidate for the role to tyourston@oregon.co.uk or by post marked “Private and Confidential” to Tammy Yourston, Human Resources Manager, Oregon Timber Frame Limited, Portland Buildings, Dunsdale Road, Selkirk TD7 5EB.  
Closing date for applications is Thursday 11 July 2019.
Applications submitted through agencies will not be considered.
This job description outlines the main duties and key performance outcomes of the role. It is not exhaustive and may be varied by the Company following consultation with the post holder.

