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JOB DESCRIPTION
	Job Title
	HR Officer

	Reports to
	Head of People

	Management Responsibilities
	none

	Job location
	based in UK
travel to London periodically/specific meetings

	Grade
	4

	Contract Duration
	3 months FTC
3 days a week (21 Hours)




	Job Purpose

	The purpose of this role is to deliver an effective, efficient, and professional HR operational service.  This is an operational generalist role that supports, develops, and advises line managers and employees on people processes and suggests solutions to a variety of people related issues, including family friendly, flexible working, recruitment and performance matters, and acts as the first point of contact for the UK and Netherlands based employees.  It also assists the Head of People in global HR activities.

	Duties and Responsibilities 

	Employee Relations Casework
· Be the first point of contact for expert advice to line managers and employees on employee relations issues and relevant employment legislation in the UK and Netherlands.
· Support informal and formal meetings and act as HR representative when required - in the preparation, during and after the process.  Issue any documents including meeting notes and outcome letters.
· Identify and mitigate potential risks associated with employee relations cases, such as legal liabilities, reputational damage, and financial harm.
· Provide employee wellbeing support in a confidential, sensitive, and appropriate way.
· Consult with the Head of People regarding any complex cases.
HR Systems
· Administer the HR system PeopleHR, including the ATS, resolving queries with Access as required.
· Ensure management of the HR management system including logging queries/faults, providing solutions, training new employees, and providing on-going support to staff.
· Manage the HR Support inbox, ensuring queries are responded to within 3 days.
· Ensure monthly payroll changes are produced on time and are accurate for approval and collaborate with Global Finance to resolve any queries.
Recruitment & Onboarding
· Post internal and external advertisements that project a professional and engaging image of the organisation.
· Support and conduct selection interviews when required.
· Prepare and issue accurate employee documentation, including offer and confirmation letters, contracts, forms, organisational policies, and charts.
· Ensuring that UK, Netherlands, and international staff are onboarded and offboarded and take full responsibility for completing the new starter and exit process.
· Liaise with external stakeholders, such as recruitment agencies and job boards.
· Deliver day-one HR inductions for all new employees on HR systems, processes and information resources including sharing links to key documents and locations such as the intranet, PeopleHR and SD Worx

Contribute to International Alert and the HR team
· Developing and maintaining effective working relationships across the HR team, the HR community, and the organisation as a whole.
· Undertake and manage various HR projects as directed by the Head of People that contribute to Alert’s organisational and cultural development.
· Any other tasks which are reasonably required.


	Travel requirements 

	
The post holder will be based in UK and be able to travel into the London office periodically and for specific meetings.




PERSON SPECIFICATION 
ESSENTIAL REQUIREMENTS
	CIPD Level 3 qualified or relevant experience

	Good knowledge of HR principles, policies, and procedures

	Excellent interpersonal and communication skills and can relate to people at all levels

	Fluency in English (written and oral skills), including letter writing

	Flexible and adaptable

	Attention to detail and accuracy and an ability to plan and prioritise

	Respects the importance of confidentiality

	Computer literate and experience with Microsoft Office and HR systems

	Existing right to work



DESIRABLE REQUIREMENTS
	NGO or international experience

	Ability to communicate in French

	Interest in Conflict Resolution



image1.png
Y

international

alert





