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HR Officer
	Reports to
	Head of Finance & Resources

	Location
	Working across all WCT community hubs

	Hours
	37 hours per week

	Salary
	£15.38 per hour (approx. £29,600 per annum)

	Contract
	Fixed Term 12 months cover 





Worcester Community Trust
Worcester Community Trust is a registered charity that runs six community hubs across the city. We provide facilities, activities and services for people of all ages and work with local communities and partners to help people feel connected, supported and empowered.

Vision: Worcester: a city where people feel connected, supported and empowered.
Mission: Bringing Communities Together by delivering services and activities for all.

Our values: 
Collaborative – working together with local people and partners to achieve more.
Inclusive – providing access for all, welcoming diversity and valuing uniqueness.
Ambitious – valuing innovation and creativity and driving progress.
Delivering Excellence – investing in staff, volunteers and infrastructure to provide high-quality services.
Job Purpose
The HR Officer will support the delivery and continuous improvement of the Trust's people, training and organisational development activities. The postholder will coordinate recruitment, onboarding, HR systems, workforce records, staff training and policy administration. The role will provide practical HR advice, guidance and support to managers while supporting organisational learning and development.
Key Areas of Responsibility
1. Human Resources and People Support
· Coordinate recruitment and selection, including job adverts, applicant communications, shortlisting and interview arrangements.
· Manage pre-employment checks, offer paperwork, onboarding and induction arrangements.
· Maintain accurate and confidential employee records, including sickness, leave, probation, training and DBS information.
· Provide managers with practical HR guidance, standard letters, templates and clear processes.
· Support employee relations matters, including sickness, capability, conduct, grievance and performance processes, seeking specialist advice for complex cases.
· Support with the review and update HR policies and procedures each year.
· Upload approved policies and procedures to the HR system and keep staff informed of changes.
· Produce basic workforce reports and management information.
· Promote equality, diversity, inclusion and fair employment practice across the Trust.

2. HR Systems and Workforce Information
· Manage and regularly review the Trust’s HR systems to make sure they meet organisational needs.
· Make effective use of system features, workflows, templates, reminders and reports to improve HR processes.
· Identify and introduce practical system improvements and more efficient ways of working.
· Ensure employee information is accurate, secure and kept up to date.
· Support managers and staff to use HR systems correctly and make full use of the available functions.
· Work with system providers to resolve issues, introduce updates and improve how the systems are used.

3. Internal Training and Development
· Identify organisational and staff training needs in partnership with managers.
· Design and deliver induction, mandatory training and development workshops for WCT staff and volunteers.
· Coordinate internal and external training providers and maintain an annual training programme.
· Develop clear training materials, presentations, guidance and practical resources.
· Maintain accurate training records and monitor completion of mandatory learning.
· Evaluate attendance, feedback, learning outcomes and the quality of training delivered.
· Support continuous professional development and improvements in organisational practice.

4.Governance and Board Administration
· Administration support for quarterly Board meetings and the Annual General Meeting.
· Prepare and circulate agendas, reports and supporting papers.
· Take accurate minutes and maintain action logs.
· Maintain governance records and the organisational policy review schedule.
· Support the annual review and approval of organisational policies and procedures.

5. IT Resources for Staff
· Maintain an accurate register of laptops, mobile phones and other IT equipment issued to staff.
· Coordinate IT equipment and system access for new starters, role changes and leavers.
· Arrange the return of equipment when staff leave or change roles.
· Liaise with the Trust’s external IT provider regarding equipment, access and technical support.
· Support staff with straightforward system access and equipment queries.
· Promote compliance with the Trust’s IT, cybersecurity, data protection and acceptable-use policies.

6. Limited Financial Responsibilities
· Monitor the agreed training and workforce development budget.
· Check and process training-related invoices and purchase requests.
· Maintain simple records of external training income and costs.
· Provide relevant information for budget monitoring and project reporting.

Person Specification
Job Title: HR Officer
	Area
	Essential
	Desirable
	How Assessed

	Qualifications
	CIPD Level 3 qualification or equivalent relevant experience.
GCSE English and Mathematics, or equivalent.
	HR Training, coaching, facilitation or management qualification.
	Application and certificates

	Experience
	Experience working in HR, people management or organisational development.
Experience of recruitment, onboarding and employee record management.
Experience of writing or reviewing policies and procedures.
Experience of designing and delivering training to staff, volunteers or external groups.
Experience of meeting administration and minute taking.
	Experience in the charity or community sector.
Experience of developing paid training services.
Experience supporting employee relations cases.
	Application, interview and references

	HR Systems and IT
	Experience of using and maintaining an HR information system.
Ability to review HR systems and make effective use of workflows, reports, templates and other functions.
Experience of maintaining accurate staff IT equipment and access records.
Good working knowledge of Microsoft Office and workplace software.
	Experience of maintaining an IT asset register.
Experience coordinating starters, leavers and access changes with an external IT provider.
Awareness of cybersecurity and acceptable-use requirements.
	Application, interview and practical assessment

	Knowledge
	Working knowledge of employment law and HR good practice.
Knowledge of learning and development principles.
Understanding of equality, diversity and inclusion.
Understanding of data protection, confidentiality and secure record keeping.
	Knowledge of charity governance and Board administration.
Knowledge of income-generating training services.
	Application and interview

	Skills
	Excellent written and verbal communication.
Strong organisation, planning and attention to detail.
Ability to write clear policies, guidance and reports.
Confident presentation, facilitation and training delivery skills.
Ability to analyse workforce and training information and produce clear reports.
Ability to manage competing priorities and work independently.
	Ability to promote training services and build customer relationships.
Basic budget monitoring skills.
	Application, interview and practical assessment

	Personal Qualities
	Professional, approachable and trustworthy.
Able to maintain confidentiality and act with integrity.
Committed to continuous improvement and staff development.
Flexible and willing to work across WCT hubs.
Committed to WCT’s vision, mission and values.
	
	Application, interview and references

	Other Requirements
	Ability to travel between WCT locations.
Willingness to undertake an enhanced DBS check where required.
Commitment to ongoing professional development.
	
	Application and interview


Equality and inclusion
WCT is committed to equality of opportunity, fairness and inclusion, and to being representative of the communities we serve. We welcome applications from people with a wide range of backgrounds, perspectives and experiences.
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