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Recruitment Pack: HR and Operations Assistant
Liberty is an independent membership organisation. We challenge injustice, defend freedom and campaign to make sure everyone in the UK is treated fairly. 

We are campaigners, lawyers and policy experts who work together to protect rights and hold the powerful to account. We empower others to defend their own rights and the rights of their family, friends, and communities.

Our principles are guided by evidence and expertise – not political agenda, profit or popular opinion. We’re not afraid to speak uncomfortable truths or confront intolerance and abuse of power wherever we find it. 

Together we’ve been making the UK a fairer, more equal place since 1934.
	Position Description
	

	Position title:
	HR and Operations Assistant

	Salary:
	£31,355

	Hours:
	35 hours per week plus occasional out of hours work. 

	Reports to:
	Head of Operations

	Position works closely with:
	Operations and Facilities Officer, Executive Assistant to Director, Operations Team

	Employment Status:
	Permanent 

	Location:
	Liberty House, Westminster, London. Will eventually require attendance in the office full time. 


	Closing date for applications:
	Sunday 16 January 2022 (11:59 pm)

	Interview dates:
	First round: Week Commencing 31 January 2022 (TBC)

Second Round: Week Commencing 07 February 2022 (TBC)


	Role purpose

	The HR and Operations Assistant has responsibility for managing Liberty’s front of house, phone and postal correspondence and HR and recruitment administration. They also provide administration support to the Operations team and help to ensure the smooth running of the building. 


	Key responsibilities

	The HR and Operations Assistant is a new role, and the role will evolve. The below list is non exhaustive. This role will perform several administrative functions namely:
HR Administration:
· Organise and maintain HR records 
· Ensure PeopleHR is updated by managers for variances such as sickness or maternity leave

· Prepare HR documents, like employment contracts 

· Pull regular reports and presentations on HR metrics for Ops or other departments (e.g., turnover rates)

· First point of employees’ queries about HR-related issues

· Assist payroll by providing relevant employee information (e.g., leaves of absence, sick days, and work schedules)

· Participate in HR projects (e.g., help organise training on investigation skills)
Recruitment:
· Logging application forms, arranging interviews, and liaising with candidates.  

· Securely saving all recruitment paperwork and deleting in line with Liberty retention procedure

· Assist in set up and implementation of ATS (Applicant Tracking System) on PeopleHR. 
Operations administration: 
· Staff Weekly bulletin coordination either on their own or in collaboration with Digital assistant. 
· Send quarterly staff birthday and celebration to managers. 

· Buddy and MT Buddy allocation.
· Additional operational task as directed by Head of HR and Operations.
Office management: 
· Provide front of house cover including responding to incoming calls, transferring calls, welcoming visitors. 

· Assist with guiding staff on co-ordination of on-site meetings and liaise with teams on the setting-up of meeting rooms and arranging refreshments.

· Manage incoming and outgoing mail, supervise deliveries into the building. Support staff on directing couriers.
· Liaise with Royal Mail to ensure the smooth running of our postal service and manage any disruptions. 
· Achieve value for money in ordering and maintaining an adequate stock of stationery and kitchen supplies.
· Co-ordinate the running of online staff ordering including setting up users and monitoring spend.  
· Help to maintain the smooth running of the franking machine. 
· Take day-to-day responsibility for the appearance of the office, Including following a regular start of day process to ensure all equipment is in good working order. 
· Ensure commitment to the anti-oppression policy of Liberty.

Teamwork:

· Cover for Facilities officer and Executive Assistant.



	Selection criteria
	Essential
	Desirable
	Application
	Interview

	Experience & Knowledge:
	Proficient in Microsoft Teams and Office (especially Outlook, Word and Excel).
	(
	
	(
	(

	
	Commitment to, and understanding of, Liberty’s mission, goals and objectives. 
	(
	
	(
	(

	
	Experience in HR administration
	(
	
	(
	

	
	Understanding of confidentiality obligations.


	(
	
	
	(

	
	Prior experience with People HR software


	
	(
	(
	(

	
	Experience in office administrative role.


	
	(
	(
	(

	
	Experience in a customer service role.


	
	(
	(
	

	Competencies & Skills:
	Communication: Excellent customer service and communication skills evident in person, in writing and by phone.  
	(
	
	(
	(

	
	Judgement: Ability to make sound judgment calls without close supervision. 
	(
	
	
	(

	
	Delivery and Implementation: Ability to manage competing priorities against tight deadlines and take a positive approach to problem solving. Works well under pressure.   
	(
	
	(
	(

	
	Attention to detail: Excellent attention to detail
	(
	
	(
	(

	
	Teamwork and Collaboration: Ability to develop and maintain internal and external working relationships, including at senior level and to be a positive member of the team.
	(
	
	(
	(

	Values
	Commitment to human rights and Liberty’s cross-party, non-party status.

	(
	
	(
	(

	
	Commitment to building a fair, compassionate and diverse working environment.
	(
	
	(
	(


	Important information 

	1. Application forms should be returned by email as Word or PDF documents to HR@libertyhumanrights.org.uk with the job title as the subject no later than 11:59 pm on 16 January 2022.
Applications received after the closing date will not be considered. We also ask you to submit the diversity monitoring form, available from our website, but this is optional.   
2. You will receive an automatically generated response confirming receipt. If you DO NOT receive this response within one to two hours of sending, please call 020 7403 3888 to check whether your application has been received - be sure to do so before the closing date.

3. First round Interviews are currently scheduled for 31 January 2022 (TBC) and second round interviews will take place on 7 February 2022 (TBC). Shortlisted applicants will be contacted to arrange interview times. Details of the interview (length of time, members of panel etc.) will be confirmed by email.
4. Applicants who have not been short listed will be notified by email. Due to our limited resources, we are unable to provide feedback on applications. 
5. Interview panels will be made up of two to four people who will each ask the candidates questions. The questions are intended to allow you to expand on your application and to demonstrate to the panel how far you meet the essential and desirable requirements of the post. All candidates are asked a uniform set of questions (usually 5 or 6) and may also be asked follow-up questions to clarify or expand on individual answers. At the end of the interview candidates will also have an opportunity to ask questions about the job, conditions of service, etc. 

6. Shortlisted candidates may be asked to complete pre-interview tasks.

7. Once all interviews have taken place, shortlisted applicants will be contacted and informed of the outcome either by email or phone and offered the opportunity to receive feedback.
8. If you have a special requirement for completing the interview or a task remotely due to an impairment or connectivity reasons, please contact us on 020 7403 3888.


� Given the current Covid-19 situation we have plans in place to complete the recruitment and onboarding process remotely. Candidates selected for interview will be able to discuss any specific requirements related to remote recruitment when contacted about the role.








