Oasis Children’s Venture (OASISPLAY)
 HR OFFICER Job Description 
Reporting to the FINANCE MANAGER

Main purposes of job:	
1. Overall	
a. To support the effective and efficient implementation of HR initiatives and  systems for Oasisplay and its activities
b. To implement the established HR policies and procedures
c. To maintain up to date and accurate  records for all  staff and volunteers. 

2. Recruitment
a. Be actively involved in recruitment by preparing Job descriptions, posting ads and managing the hiring process
b. Support the induction and settling in of new employees

3. Administration
a. [bookmark: _GoBack]Maintain employee records  according to policy and legal requirements
b. Manage the online record HR record keeping system

4. Manager Support
a. Assist managers with the implementation and understanding of HR policies and procedures

b. Assist managers to use the online record keeping system for their staff teams

5. Training
a. Support in the development of training programmes and assessments.

6. Performance Management
a. Support the management of disciplinary and grievance procedures.
b. Support the performance management processes








Personal Specification
1. Proven experience as HR officer, administrator or other HR position ( ESSENTIAL)

2. Experience of working in a charity setting ( DESIRABLE)

3. A qualification in HR ( ESSENTIAL)

4. Knowledge of HR functions (pay & benefits, recruitment, training & development (ESSENTIAL)

5. Proficient in MS Office (ESSENTIAL)

6. Outstanding organizational and time-management abilities( ESSENTIAL)

7. Excellent communication and interpersonal skills (ESSENTIAL)

8. Problem-solving and decision-making aptitude (ESSENTIAL)

9.  Excellent time keeping and reliability (ESSENTIAL)




