
 

 
 

Job Title 
 

: • Senior HR Officer (Part Time) 
 

Group/Team 
 

: • Operations/Business Support and Development 
 

Working Base 
 

: • The Old Ragged School 
 

Responsible to 
 

: • Operations Manager 
 

Responsible for 
 

: • HR Officer  

• HR Administration Officer 

• HR Volunteers 
 

Overall Purpose 
of Job 
 

: • To guide and progress the Human Resource functions of the group 
(Nottinghamshire Wildlife Trust and its subsidiaries), managing the 
HR life cycle ensuring integration of HR best practice policies, 
procedures and guidance. 
 

Main 
Responsibilities 
 

: • Using current knowledge of employment legislation and practices, 
develop and administer HR policies, procedures and programmes. 

• Support employee safety, welfare, wellbeing and health and to 
provide accurate and appropriate advice and information to staff. 

• Oversee Trust recruitment processes, practice and management. 

 
 

2. JOB SPECIFICATION 
 

Line 
Management and 
Supervision 

: • Provide leadership and guidance to the HR team. Including direct line 
management to the HR Officer, HR Administration Officer and HR 
volunteers. 
 

Responsibility, 
Budgets and 
Other Resources 
 
 

: • Oversee the overall function of HR delivery, with responsibility 
for effective, accurate and compliant personnel records across the 

group, ensuring compliance with legislation relevant to the post’s 
functions and relevant Employment Law. 

• Review and develop HR Policies and procedures for the Group, with a 
detailed programme of policy revision and plan for consulting and 
communicating changes when necessary 

• Coordinate payroll information in conjunction with the Finance and 
Operations Managers, ensuring employee remuneration and benefits 
are accurate 

1. JOB DESCRIPTION 



                     

• Oversee the Group recruitment practices ensuring compliance with 
safeguarding policies and procedures and promoting our commitment 
to diversity and inclusion. 

• Support the development of HR strategy and projects ensuring 
progression and delivery success across the group 

• Deliver an ongoing job evaluation programme, ensuring a clear and 
consistent salary structure is operated effectively, benchmarking 
against the wider movement and local/national trends. 

 
Work Complexity 

 
: 

 

• Lead on managing complex employee relations cases, advising and 
supporting Senior Leadership and HR teams as required 

• Analysis of training needs across the Group and development of the 
Competency Framework in conjunction with H&S responsible 
colleagues 

• Development of a Performance Management Culture and 
coordination of the annual Personal Development Plan process with 
the Senior Leadership Team (SLT), linking to the Performance 
Management and Competency Systems. 

• Advise SLT on staff consultation processes as required and support the 
Group through change 
 

Decision Making, 
Creativity and 
Innovation 
 

: • Develop, implement and evaluate employee engagement and 
wellbeing programmes 

• Progress the HR EDI provision contributing to the Group EDI 
Commitment Statement 

• Work with SLT and other colleagues to develop and maintain a 
progressive and appropriate group culture, embedding Group values 
and cross team working to support the planning and implementation 
of structural change. 

• Research, promote and provide learning and development 
programmes to enhance staff progression and potential. 

• Evaluate staff benefit programmes, benchmarking existing schemes 
against alternatives to ensure maximum benefit for staff and 
affordability for the Group 

• Help drive continuous improvement by reporting on gathered 
feedback, data, and insights 
 

 

People, Contacts 
and 
Representation 
 

: • Be the point of contact for Senior Leadership Colleagues, providing HR 
advice and support 

• Represent the HR delivery at the quarterly HR Working Group, liaising 
with Senior Leadership and trustees for group HR oversight and 
development 

• To develop and maintain contacts with colleagues in other Wildlife 
Trusts and the Royal Society of Wildlife Trusts to ensure continuous 
HR improvement and following of best practice. 

• To attend relevant seminars, professional and networking events as 
appropriate. 

   



                     

Working 
Conditions 
 

: • Part Time (0.6FTE) 

• Permanent 

• This role is based at the Trust offices on Brook Street in Sneinton 
Market but there will be a need for regular travel across the County.  

• Occasional evening and weekend working may be required.  

• In order for the organisation to work effectively, the postholder may 
be required to assist with other areas of work and therefore should be 
prepared to undertake other duties appropriate to the post. 

• Work in accordance with current Health & Safety legislation and besty 
practice 

• This role is subject to a DBS (Basic) check 
 

  



                     

 

 
Job Title  : Senior HR Officer (Part Time)   

Team  : Operations/Business Support & Development   

 

 Essential Desirable 

Experience 

Significant experience in a generalist HR role   

Managing employee relations cases   

Supporting and advising colleagues   

Reviewing & creating policies and procedures   

Working in the charity sector and with volunteers   

Competence, Knowledge & Skills 
Relevant Qualification: minimum Level 5 CIPD or equivalent   
Knowledge of employment legislation, HR best practices, and compliance 
requirements (E) 

  

Strong administrative and IT skills, including experience with HR/CRM systems 
and Microsoft Office 

  

Excellent interpersonal, communication and relationship management skills, with 
an ability to interact effectively at all levels and lead and motivate a team 

  

Ability to work effectively in a team and support a positive workplace culture    
Excellent conflict resolution skills, with the ability to establish effective 
relationships to collaborate, persuade and influence outcomes 

  

Ability to anticipate and solve issues, providing pragmatic solutions to support 
Line Managers to manage their people effectively 

  

Strong analytical skills and the ability to manage projects effectively   
Full Driving licence and a willingness to travel when required   
Understanding of the role of volunteers within the charity sector, including the 
ability to supervise and support volunteers 

  

Working knowledge of Health and Safety law and practice   

Personal Qualities 

Willingness to adapt to changing priorities and work flexibly when required.   

Commitment to continuous professional development.   

Able to understand the Charity’s aims and objectives. 
Commitment to equal opportunities, diversity and inclusion 

  

 
 
 
 
 

 
3. PERSON SPECIFICATION 


