
 
 

 

Job Title HR Officer  

Department Bursary 

Location St Edmund’s College (owned or occupied buildings) 

Reporting to  HR Manager  

Length of Appointment Permanent  

Nature of Post  Part Time, 18.25 hours per week 

Salary Range £17,000 to £19,000 (£34,000 to £38,000 FTE)   

 

 

Main Purpose 

The HR Officer plays a key role in delivering a responsive, efficient, and people-centred HR service. The 

postholder provides first-line advice and operational support across the full employee lifecycle, ensuring HR 

processes are legally compliant, well-documented, and aligned with College values. Working closely with 

managers and colleagues, the role supports employee relations, policy implementation, and day-to-day HR 

operations, contributing to a positive and inclusive working environment. 

 

Key duties & responsibilities 

• Provide pro-active support to managers on complex employee relations issues in particular attend-

ing disciplinary, grievance and sickness absence meetings and advise those leading the issues on the 

appropriate approach, ensuring this complies with the relevant employment legislation, policies and 

best practice. This includes investigation and hearing packs, note taking and outcome letters. 

• Facilitate complex reasonable adjustment and Access to Work processes to enable inclusive and 

equitable working arrangements. 

• Support the HR Manager with the implementation and roll out of support tools and training. 

• Support our line managers to proactively resolve individual performance and capability issues, tak-

ing swift action as appropriate. 

• Support the annual appraisal process, including appraisal coaching, workshops and communications 

to the College. 

• Manage mid-level recruitment processes, supporting managers with job descriptions, scoring crite-

ria and diversity initiatives.  

• Manage family friendly processes, including Maternity, Paternity, Adoption and Shared Parental 

Leave. 

• Working with the HR Administrator use data to understand trends, patterns and next steps with 

line managers.  

• Provide HR system support and maintenance. 

• Provide guidance to managers and staff on HR policies, procedures and employment terms. 

• Where required, provide efficient and professional HR administrative support to the HR team. 

• Ensure compliance with UK immigration right to work rules and criminal record checks, conduct-

ing reports and action plans. 

• Deliver, coordinate and document learning and development activities. 

• Lead the coordination of apprenticeship agreements and opportunities.  



• Support managers with flexible working requests and contract variations.  

• Create and facilitate, staff engagement events.  

• Process and manage any people related subject access requests and freedom of information re-

quests. 

• Support HR policy reviews and development. 

• Support the wider HR team with key projects. 

• Work with colleagues to share best practise and ensure policies are adhered to 

• Ensure the upkeep of the College, report any problems as necessary and help to keep the College 

litter free. 

• Suggest and implement new ways of working and ideas, be an advocate for Continuous Improve-

ment. 

• Adhere to Health and Safety policies and procedures 

• Complete ad hoc tasks as required 

 

 

Person Specification 

 

Experience  

 

• Experience as a HR Advisor or a similar role. 

• Experience supporting managers with ER matters. 

• Strong knowledge of UK employment law and HR best practice. 

• Experience managing recruitment and onboarding processes. 

• Experience with learning and development opportunities. 

 

Skills 

• Excellent interpersonal skills with the ability to influence and build credibility at all levels. 

• Proficiency in HR systems and Microsoft Office applications. 

• Excellent communication and problem-solving skills.  

• Ability to manage multiple priorities, multitask, and handle a high workload effectively. 

• Ability to work independently and handle sensitive information with discretion. 

• Proactive and organised 
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