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Job Description

Job Title:


Junior HR Officer
Reporting To:

General Manager 



Responsible To:
Department Heads, and Hospital Manager
    Role Summary:                To support the General Manager in the provision of a  

                                               comprehensive and highly effective HR Generalist                                   

                                               service       
Key Responsibilities

Employee Relations

· Act as first point of contact for designated service lines, providing an effective advisory service where required and supporting the Registered Manager as directed

Recruitment

· Support the HR Administrator in all matters relating to recruitment and Onboarding

· Undertake compliance audits for new starters

· Assist in facilitating the HR Induction 
HR Systems & Employee Data Management

To ensure HR systems and employee data is regularly maintained and updated with specific responsibility for:
· Ensuring HR records and systems are accurate, up to date and comply with the principles of the General Data Protection Regulations and Act 2018 (including all manual and computerised employee records)

· Maintenance of personnel files to ensure all new and contractual amendments are processed efficiently including secondments, job changes and pay changes, by the  creation of appropriate documentation, payroll notification and updating the HR individual system records
Absence Management

To ensure that managers are supported in dealing with staff absences in accordance with good HR practices and company policy, including:

· Providing guidance to support manager’s compliance that all employee absence is timely and accurately recorded (annual leave, sickness, unpaid leave, maternity leave etc.)

· Maintaining  pay related absence information  for monthly  reporting to payroll within agreed deadlines 
· Supporting  managers compliance  related  to  any formal sickness meeting required  in accordance with company policy and current best practice

· Supporting case management of long term sickness absence ensuring line management are prompted to action at policy trigger points

· Act as a unit HR link for health and wellbeing and all company benefits e.g. employee assistance, maternity/paternity, health care, pension and life cover information. 

Human Resources Management

To ensure company HR policies and procedures are managed efficiently, through:

· Support  line managers to ensure they understand, implement and practice all staff related Cygnet’s policies and procedures, including working conditions, performance management, disciplinary procedures, grievance process and any others as the need arises. 

· Educate and empower the business to improve management capability related to HR issues ensuring ownership of staff related matters sits correctly with managers.

· Advising and directing line managers of the support available via Cygnets HR Business Partner network – specifically on their case management of any potential high risk cases and /or employment tribunals. 

Payroll, Budget and Management information

· Undertake Monthly checks of payroll reports /information / leavers and starters/deductions etc for timely submission to payroll.

· Provide General Manager with HR KPI results monthly to include Staff Turnover, Retention, Absence, Appraisals etc.

· Provision of HR department information for Department heads and the HR Business Partner as required. 

Communication and Engagement

· Ensure business and relevant hospital communication is cascaded to all staff members, as required. 
· Actively promotion Cygnet as an employer of choice, Cygnet rewards, recognition and staff benefits.
· Attend Staff Representative Groups as required. 

· Provide HR assistance to staff welfare issues.

Other

· Liaise with other functional/departmental managers and ensure they are fully informed of HR matters. 

· Ensure HR activities meet with organisational policy and direction as well as with health and safety, legal issues, environmental policies and general duty of care.
· To work with the HR Business Partner as required in the determination of HR strategy and development of the function.
 

The above duties are neither exclusive nor exhaustive and the post holder may be required to undertake duties as directed by the General Manager  that are within the competence of the post holder and compatible with the expectations of the post.   

I confirm receipt and acceptance of this job description

Signed……………………..          Name (print)………………………..

Date……………………….
Job Spec requirements
	Skills and experience 
	Essential
	Desirable
	Evidence

	Experience of working within HR employee relations environment
	√
	
	Application/interview 

	Qualified or working towards completion of CIPD level 3
	√
	
	Application/interview

	An experienced administrator
	√
	
	Application/interview

	Experiential knowledge of employment legislation
	√
	
	Application/interview

	Experience of working with staff at all levels to support results
	√
	
	Application/interview

	Ability to present information at all levels verbally, in writing and presentations
	√
	
	Application/interview

	Ability to demonstrate confidentiality  and sensitivity in dealing with all issues of business , especially when handling confidential or sensitive information with a high level of attention to detail
	√
	
	Application/interview

	Confident communicator with a personable  and professional manner and the ability to interact at all levels and build strong working relationships
	√
	
	Application/interview

	Good planning and organisational skills, good time management and ability to remain calm under pressure
	√
	
	Application/interview

	Flexible and adaptable to respond to different demands
	√
	
	Application/interview

	Good team player and customer  service orientation
	√
	
	Application/interview

	Results driven and ability to meet deadlines 
	√
	
	Application/interview

	Willingness to develop and undertake academic skills /training
	
	√
	Application/interview


Tasks and activities
	Actions
	Daily
	Weekly
	Monthly

	Undertake audits of new starters for accuracy and compliance 
	√
	
	

	Input contract changes on  My Hub, advise payroll and issue relevant correspondence
	√
	
	

	Record all absences as notified on My Hub and advise payroll
	√
	
	

	Action RIDDOR /Zurich referrals and follow up actions related to staff injuries that meet the trigger points 
	√
	
	

	Action referrals to Occupational Health - Health Management as required
	√
	
	

	Deal with e mails related to all matters
	√
	
	

	Ensure compliance of all KPI and liaise with team admin staff to ensure timely actions taken
	√
	
	

	Maintain electronic HR files  to ensure compliance with retention of documents and GDPR 
	√
	
	

	Calculate and notify overpayments and agreed recovery actions in discussion with payroll and individual staff
	√
	
	

	Identify staff absent 4 weeks plus and ensure timely actions taken to support employee and managers to manage using Cygnets absence management policy and procedures 
	√
	
	

	Provide accurate regular and ad hoc reports as requested 
	√
	
	

	Action recruitment of permanent and Locum Doctors and other Locum positions  as per compliance requirements
	√
	
	

	Retain compliance information on Doctors and Self employed contractors and provide reports as requested
	√
	
	

	Undertake induction session for new starters 
	
	
	As per induction cycle

	Support managers with minutes of investigations /case work as requested
	
	
	Ad hoc

	Complete weekly HR report and distribute
	√
	
	

	Review exception /discrepancy reports to monitor compliance of KPI activity
	
	
	√
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