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Gwent Wildlife Trust

Human Resources and Volunteering Officer
Title: Human Resources and Volunteering Officer
Contract:  Permanent part-time contract, negotiable three to four days per week (22.5 to 30 hours), with six-month probationary period
Reports to: Finance and Administration Manager
Responsible for: Volunteers
Location: Gwent Wildlife Trust, Seddon House, Dingestow, Monmouth NP25 4DY

Salary: £22,744 - £25,852 (pro rata and depending on experience)
Overall purpose  

· To support the CEO and Management Team in developing, advising on and implementing HR policies which help to create  happy, healthy, efficient staff and a positive working culture 
· Lead on volunteer coordination, ensuring effective recruitment, placement, and training.  Also developing our volunteer management system. 
· To operate as GWT’s Data Protection Officer, leading on GDPR compliance
Main responsibilities
· Providing support and advice to staff on HR-related issues, with support from HR legal advice partner
· Ensuring appropriate training, work wear, PPE and first aid provision
· Drafting, updating, rolling out, training and compliance checks for all Policies
· Assist with the DBS checks
· Maintain up to date Volunteer, Staff and Organisational Handbooks
· Leading on GDPR compliance, working with the Management Team to react to data breaches and respond to subject access requests
· Help to make equality, diversity and inclusion become part of all GWT’s ways of working 

· Work with line managers to assist with advertising, identifying, and appointing suitable candidates to volunteer opportunities. 
· Creating a volunteer management database and working across GWT to ensure this is maintained and embedded in organisational processes 
· Provide HR support to line managers on: staff recruitment, inductions, probationary period reviews, disciplinary, complaints, appraisals, contract termination, exit interviews
· Working with line managers to create and update job descriptions and complete job evaluations 
· Implementing internal staff health questionnaires, organising external assessments, and reviewing and acting upon the results
· Maintaining staff personnel files - during and after employment

· Organising and minute-taking at a calendar of internal meetings

· Administer satisfaction surveys and other evidence gathering protocols to aid improvements

· Assisting with payroll, pensions and life assurance

· Answering the telephone and responding to emails
· Assisting with GWT’s fundraising work as required including promoting membership of GWT 
· To attend staff and team meetings

· Carry out all duties with regard to relevant legislation and GWT’s procedures including the Health and Safety and Equal Opportunities Policies

· To carry out any other varied duties that may be required, appropriate to the nature of the post
The Post
Our Human Resources and Volunteering Officer role is an exciting opportunity to join a busy, friendly office to help manage the charity’s volunteers and staff. The Human Resources and Volunteering Officer is an essential role at GWT, the leading conservation charity in Gwent employing 28 staff and several hundred volunteers working across our network of Nature Reserves, projects and programmes. 
The post holder will benefit from support from a dedicated legal HR partner and an experienced and dedicated Management Team and will be principally supporting the CEO and Finance & Administration Manager.  The successful candidate will be as empathetic as they are intelligent, being good-spirited and fun to work with whilst committed, with an attention to detail. With knowledge, experience and qualifications in HR the successful candidate will be motivated by making GWT’s staff and volunteers as happy and effective as possible, whilst also ensuring strict compliance to all legal requirements. They will continually seek to improve their work and that of GWT through continued professional development and the promotion of new ideas and approaches. 

In addition to the Volunteer and HR duties, the Human Resources and Volunteering Officer will also lead on GDPR compliance, data breaches and subject access requests, should they arise. The Officer will be expected to help with all normal duties within the office as required by the Finance & Administration Manager, including reception duties and office cover.

PERSON SPECIFICATION

The qualities needed for this post are listed below.

(E – Essential; D – Desirable)
Experience

· Work experience in coordination role in an office environment (E) with remote staff and volunteers (D)
· Experience in of holding HR-related responsibilities including dealing with policy and other contractual documents (E)
· Working knowledge of HR systems and processes including recruitment, induction and appraisal (E)

Skills
· Good communication skills - written and oral (E)

· Excellent interpersonal skills - critical-listening, mediation, persuasion (E)
· Excellent attention to detail (E)
· Ability to work in a busy environment to deadlines, managing multiple priorities (E)
· IT literate (E) - Microsoft Office including Excel (E) CRM databases (D)
Knowledge and Qualifications

· CIPD (or equivalent) (E) 
· Relevant IT qualifications or working knowledge of Microsoft Office (E) 
· Working knowledge of basic Employment Law (E) including Equal Opportunities (D)
· Knowledge of GDPR (D) 

· Current First Aid certificate (D) 
· Welsh language (D)

Personal Qualities 
· Desire to contribute to a high-performance team (E)
· High level of confidentiality (E) 
· Creative and pragmatic in problem solving (E)
· Responsible attitude with good organisational and time management skills including diligence in following up tasks (E)

· Self-reliant with initiative and a mature, professional, flexible approach (E)

· Eager to learn and implement new skills for the post (E)
Candidates should be able to demonstrate commitment to equal opportunities, be able to work out-of-office hours occasionally, and to hold a full, clean driving licence. The post holder will be required to attend other meetings elsewhere in Gwent and occasionally elsewhere in the UK. 
To discuss this post informally, please contact Leigh Danziger on 01600 740600.
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