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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


HR and Training Officer
SALARY: 


£37,146 - £40,258
LOCATION:


Inverness
HOMEWORKING:                 This post is appropriate for a homeworking* request to be made. Any home-working arrangements would be agreed by the post’s line manager and the administrative base would be classed as Inverness for the purposes of expenses and travel claims. Initially, for training purposes, the successful candidate will be required to work from the office base. 



*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90-minute commute from the 
designated workplace.

RESPONSIBLE TO:

Senior HR Adviser
JOB PURPOSE:
Working within the integrated HLH HR team, to provide HR, recruitment and training support to the management team and all employees of High Life Highland. 
However, as the Inverness Castle Experience moves to completion and opening in the Summer of 2025 there will be a shift in focus to work principally with the Castle management team on the recruitment and training development for this project, (whilst remaining within the integrated HR team).
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Actively promote a positive and collaborative workplace culture that supports the Charity’s purpose of Making Life Better and i-care values to increase morale, productivity and performance.
2. Provide managers with a wide range of HR guidance and support and contribute to the consistent implementation of HR policies and procedures relating to the full employee life cycle from recruitment, onboarding, and induction through to termination of the contractual relationship and exit interviews.
3. Serve as a trusted advisor to both employees and management team for all HR matters including, but not restricted to, grievance and disciplinary issues, medical, maternity / paternity leave, performance and absence management and conflict issues.
4. Participate and support HR related meetings which will include advising at grievance, disciplinary, absence and performance management investigations and meetings, as required.
5. Process appropriate documentation for specific HR issues including but not restricted to OH & medical referrals, ill health retirement requests, maternity, paternity and shared parental leave requests.
6. Establish and maintain good employee relations with staff and trade union representatives.
7. Support service managers to identify, explore and expand the Charity’s training programme portfolio, benchmarking where possible against industry leaders across both Charity and commercial organisations.
8. Coordinate the provision of training courses to be delivered in person, online or at outsourced facilities, as appropriate, to ensure the best learning experience.
9. Support managers in the collation and review of individual staff development plans.
10. Support managers in sourcing appropriate and approved training to match team and individual management plans.
11. Assist services with the development and where required the delivery of cross-functional training which can be delivered across the Charity.
12. Ensure all departments maintain full and accurate training records for all services reporting on shortfall in delivery to service heads.
13. Assist with the preparation and collation of HR reporting data, as required, e.g. Board Reports, Weekly Business Meeting, Office of National Statistics, Community Leisure UK surveys.
You may be required to perform duties, appropriate to the post, other than those given in the job specification. The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and would not themselves justify reconsideration of the grading. As a result of such variations, it will be necessary to update this job specification from time to time.
Date: 
June 2024
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

HR and Training Officer
LOCATION:

Inverness 
ESSESTIAL ATTRIBUTES:


In order to be able to perform the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE
· Working in a busy HR and training development environment, handling sensitive and confidential information.
· 5 years HR and training related experience.
· Trade Union and other staff consultative and negotiation processes.

2. EDUCATION AND QUALIFICATIONS

· HND level (or equivalent) or demonstrable work-related experience.
· CIPD qualification (Associate level) or evidence of equivalent competence or experience.
3. SKILLS/ATTRIBUTES GENERAL

· Excellent communicator (oral and written).
· Ability to compile written reports and to undertake research and information gathering.
· Ability to interact and contribute to a team environment.
· Effective computer skills and ability to use Excel, Word, Access, Powerpoint and Microsoft 
Outlook.
· Ability to prioritise and plan workload.
· Accuracy and attention to detail.
· Effective time management skills.
· Ability to work to deadlines.
4. SKILLS/ABILITIES SPECIFIC TO THE POST

•
Ability to work with staff at all levels, including Senior Managers.
•
Good negotiation, persuasion and mediation skills.
· Ability to plan and deliver training to large groups of employees.
5. INTERPERSONAL AND SOCIAL SKILLS
· Approachable.
· Persuasive.
· Diplomatic.
· Personal credibility.

