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HR Officer (Interim Cover)
Job Description


Department:

Operations
Responsible to:
Head of People
Department Head:
Head of People
Newcastle Theatre Royal Trust is an independent charity that exists to bring world class theatre and creative engagement to and for the people of Newcastle and the North East. We are committed to giving everyone the highest quality welcome and service, on-stage and off.
Introduction

The HR Officer provides advisory support to Line Managers and employees regarding all HR policies, procedures and best practice and delivers HR administration in liaison with the Head of People, payroll and line managers. The role requires the handling of sensitive data, consequently there is a need for discretion and confidentiality.
Duties and responsibilities
HR Advisory support
· Provide general HR advice, guidance and support to all managers on HR queries including but not limited to the interpretation of policies and procedures, terms and conditions and employment issues such as discipline, grievance and absence management
· Assist employees with queries relating to HR policy, process and best practice
· Building and managing relationships with stakeholders to ensure good employee relations exist to support business delivery.
· Advising and supporting managers and employees through performance management processes in accordance with policy.
· As instructed by the Head of People deliver investigations in relation to employee grievance or disciplinary processes, producing detailed and high quality minutes and reports following investigations and statements of case for formal hearings as well as outcome letters following any formal meetings.
· Support the development and delivery of HR strategies, plans and procedures

· Liaison with 3rd party HR advisory service as required.
HR Administration 
To support the Head of People and line managers with general HR administration including:

· Recruitment administration including advertising vacancies, application administration, internal and external communication, diary management and scheduling, and contract administration. 
· Ensuring new starters have all necessary information and documentation and deliver the HR induction.
· Employee record management including maintaining personnel records, accurate training monitoring and recording, and robust absence and leave record keeping
· Internal liaison with payroll, IT and Building Services regarding new starters, leavers, changes to contracts etc. 

· Liaise with payroll and managers to resolve any queries related to employee records, payroll, absence or employee benefits. 

· Developing and maintaining HR databases as required such as absence, staff reviews, turnover, equality and diversity

· Scheduling meetings in relation to HR matters and minute taking duties for formal discussions as required.
· Updating the Company Intranet.
· Administration of staff surveys.
· Responsibility for the HR inbox, responding to queries appropriately and in a timely manner.
· Undertaking research and development projects providing comprehensive reports; collating useful data and metrics to inform the People Plan.
General
· Maintaining a broad knowledge of HR best practice 

· Administrative support for the Wellbeing Team
· To undertake any other relevant duties that may be requested from time to time by the Head of People.

Duties as a member of the Theatre Royal team
· Ensuring that the working environment and practices conform to the Trust’s Health and Safety and GDPR Policies, appropriate Child Protection legislation and Health and Safety Legislation
· To take all reasonable care and responsibility for the Health and Safety of themselves and other persons who may be affected by their acts or omissions and to co-operate with the Trust in achieving and maintaining Health and Safety requirements. 
· Be fully committed to the Trust’s Equality Policy; The Theatre Royal values and promotes equality, supports and encourages diversity and has a zero tolerance policy on discrimination of any kind.
· To adopt an environmentally aware attitude and adhere to any of the Trust’s Green Initiatives, taking personal responsibility that all duties are undertaken to ensure environmental, sustainability and climate change best practice is observed.
· To understand the Trust’s staff handbook and respect the ethos by which we work as an equal opportunities and inclusive employer, always striving to be the best in our industry as a welcoming theatre.   
· To have an understanding of our Creative Programme, which comprises work on stage and our Creative Engagement programme, collaborating with colleagues to ensure the highest quality support and customer service is delivered across the programme as a whole.  
Person specification – HR Officer (Interim Cover) 
	Area
	Essential
	Desirable

	1. Skills and  Knowledge 
	· Strong understanding of current HR best practice and employment law

· Strong relationship building skills, able to forge relationships internally across the organization 
· Excellent literacy and communication skills 
· Excellent computer skills and fully competent in advanced Microsoft Office packages including Adobe Acrobat and Publisher

· Ability to develop databases and Excel spreadsheets to analyse and present data 

· Detail orientated and the ability to prioritise workloads and work to tight deadlines 

· Ability to take direction and also use own initiative to complete tasks in the most effective and efficient way 

· Ability to work with confidentiality, sensitivity and diplomacy
	· The ability to adapt to different styles of working 



	2. Qualifications 
	· CIPD Level 3 Certificate in Personnel Practice (or equivalent)
	

	3. Experience & Attributes
	· Experience of working within an HR Advisory role

· Experience of HR delivering robust administrative processes 

· A professional calm personality and ability to maintain confidentiality and discretion at all times
· A positive disposition and team player 
· Solution focused approach to duties
	· Experience of working with colleagues at different corporate levels. 
· Experience of working in an arts or heritage setting
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