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Doncaster Chamber
Inspiring success
INn business






Job Title

HR Executive
Job Status

Permanent, full time. Part-time considered.
Salary

Up to £28,000
Reporting
Head of Operations
Key Relationships

	Internal
	External

	Head of Operations (line manager)
	Local Businesses

	All Other Staff
	Partner Organisations and Stakeholders

	Board of Directors
	Sub Contractors/Service Providers

	
	

	
	


Supervisory Responsibilities

None
Doncaster Chamber Vision, Values and Behaviours

To work towards our vision and mission and share our company values.
Our Vision: “To be the most impactful and client focused Chamber of Commerce in the UK.”
Our Mission: To maximise the potential of Doncaster’s businesses, communities, and future workforce by making Doncaster a great place to do business.

Our Values: Empowered, Helpful, Meaningful Collaboration, Credible, Belief.
Main Duties & Tasks
· Supporting the Head of Operations in developing and delivering an effective People Strategy. 

· Being a key point of contact and advice for all staff and Directors for any HR matters, in accordance with current policies and procedures, liaising or escalating to the Head of Operations and Management Team as required. 
· Maintaining training and development records and preparing individual training plans aligned to the annual appraisal cycle. 

· Supporting the annual appraisal and review process, providing advice and guidance to ensure the process is effective and constructive and completed with paperwork filed by the deadline. 

· Leading the delivery of the annual staff survey and implementing additional mechanisms to obtain staff feedback and suggestions. 

· Developing and implementing staff reward and recognition schemes.

· Organising and maintaining accurate and confidential personnel records. 

· Leading the recruitment process at all stages, including preparing job adverts, person specifications and job descriptions, identifying and liaising with candidates and interview panels to arrange interviews, and following up on reference requests.

· Preparing documents and processes for onboarding new starters, including offer letters and employment contracts. 

· Liaising with Managers to prepare new starter induction plans and timetables.

· Liaising with our external IT supplier to create new user accounts and set up new starter equipment (including laptops and mobile phones).
· Keeping accurate records of sickness and absence, monitoring levels and reporting to the Senior Management Team on a quarterly basis. 

· Supporting the Head of Operations with the recruitment and induction of Non-Executive Directors.

· Ensuring HR-related policies (including the Employee Handbook) are reviewed, updated and approved as required, liaising with the Head of Operations and Management Team.  

· Liaising with external suppliers as required.
· Adhering to all policies and procedures at all times.
· Providing regular updates on task progress in team and management meetings. 

· Supporting the review and assessment processes for relevant accreditations, including (but not limited to) Investors in People, British Chambers of Commerce, Armed Forces Covenant Employer Recognition Scheme and ISO9001.

· Supporting the delivery of staff meetings and briefings, away days and socials. 

· Assisting the finance department by providing employee information for payroll (e.g. updates on sickness absence, starters/leavers etc).

Skills, Experience & Competencies

· Degree or equivalent or an equivalent level of experience employed in a HR role. 

· Knowledge and understanding of current employment regulations, and ability to ensure continuous learning.
· Experience of providing advice, guidance and training. 

· Ability to develop and refine processes, seeking views and perspectives from others, to ensure continuous improvement. 

· Possesses an inclusive and fair approach, with the ability to relate to people from all communities, backgrounds and all levels of seniority. 
· Calm under pressure with the ability to remain motivated and positive, work on own initiative and to deliver to deadlines. 

· Excellent attention to detail and organisational skills, with the ability to manage concurrent projects effectively to ensure deadlines are met and progress is made. 
· IT literate, with experience of using spreadsheets and preparing reports. 

· Able to maintain a high level of confidentiality and discretion when dealing with sensitive information.  

· Must be able to travel to venues situated within Doncaster.
Key Performance Indicators 
The following are indicative and will be agreed with the post holder following appointment
· People Dashboard and monitoring in place, with reports provided to Senior Management on a quarterly basis.
· Training and development plans in place for all staff, updated annually.

· Staff survey delivered annually, with 100% completion rate.

· Minimum of 12 staff meetings held per year, one annual away day and two social events.
· Policy review due dates recorded and process embedded. 

· Improved staff retention rate to 90%. 

Additional KPIs and tasks may be agreed and added from time to time according to business needs.

	Segregation of Duties
Duties and areas of responsibility shall be segregated to reduce opportunities for unauthorised or unintentional modification or misuse of the organisation’s assets.  In terms of Business Support work the three areas are “Identification”, “Audit” and “Claim”.  No one person can undertake two consecutive tasks.


Signed (Job Holder): _________________________________
Date: __________
Signed (Line Manager): ______________________________ 
Date: __________

Please return a signed copy to the HR Representative and retain one for your information.

This description is a general statement of required major duties and responsibilities performed on a regular and continuous basis. It does not exclude other duties as assigned
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