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Generic job description and selection criteria 
	Job title
	HR Officer (without a team)

	Department
	

	Grade and salary
	Grade 6


Job description
Overview of the role
Manages the day-to-day operation of the HR function of a department, reporting to the Head of Administration and Finance, whom they may represent in relation to HR issues 
Responsibilities/duties 
Support

· Confidently advise line managers and staff members, using appropriate methods of communication tailored to the audience, answering straightforward questions or researching employment law, interpreting procedures to answer more complex questions 
· Support managers in managing change and in handling straightforward individual employee cases, ensuring compliance with University policy, working with central HR where necessary

· Advise managers on staffing requirements, taking into account the department’s business, strategy and manpower planning 

· Work with managers to design effective job advertisements and job descriptions to ensure that they comply with University guidance and best practice, and have oversight of the recruitment process

· Carry out induction sessions for new staff and deliver briefings on a range of HR topics within the department
Development

· Planning, updating, and implementing new departmental HR policy, ensuring policies are in place for induction, probation, visitors, absence management, etc. 
· Communicate key HR policy changes to the department and update staff on new regulations within the University, providing briefing sessions for staff as required
· Provide reports to the Senior Management Group to include updates on staffing, legislation changes and key developments in HR
· Attend Divisional working groups or committees to build relationships and share best practice 
Transactional 

· Manage the administration of recruitment exercises which will include; working with managers to understand their staffing requirements, designing effective job advertisements and job descriptions ensuring that they comply with University guidance and best practice, placing advertisements, gathering information for visa applications where necessary, generating letters to applicants, and preparing short listing packs 
· Prepare standard letters of appointment, contracts, and visitor agreements, ensuring that relevant right to work documentation, Occupational Health and ID checks are completed, and HMRC IR 35 rules are applied for consultants
Compliance

· Monitor the sick leave absence records, annual leave records, end of probationary periods and annual appraisal dates to advise managers as necessary and ensure that processes are in place for their correct storage and maintenance

· Maintain oversight of monthly payroll changes, ensuring that the correct funds are utilised, highlighting any funding issues, and adhering to the University’s deadlines
· Ensure compliance with payroll procedures awareness of statutory pay, and monitor working hours
· Attend appropriate training on employment law, University HR policies and procedures, and their effective implementation at departmental level
Selection criteria 
Essential
· Experience of working in an HR team/role and managing HR processes
· Qualified or working toward CIPD graduate level, or have equivalent experience
· Sound knowledge and experience of the application of UK employment law and Home Office regulations for Visas
· Experience of operating HR information systems and producing management information reports

· Ability to clearly and accurately communicate processes and procedures verbally and in writing 
· Ability to deal accurately and confidently with numbers

· Ability to develop professional and effective working relationships with key stakeholders
· Experience of providing a high level of customer service
· Willingness to undertake professional development and training

Desirable
· HR experience within the University of Oxford or other higher education institutions
· Graduate member of the CIPD
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