	[image: ]
	
Role Profile
2025 

	Job Title:
	HR Officer

	Reports into:
	HR Manager

	Responsible for:
	n/a

	Department/ Location:
	Stockwell

	Disclosure Level:
	Basic 

	Role Purpose:
		Provide HR advice, administration, and system support to management and the wider SW9 Community Housing team.




	Key Responsibilities:

	
HR Administration & Systems
· Provide high-quality administrative support to the HR function, ensuring accurate and efficient day-to-day HR operations.
· Maintain, update and administer the HR system, including processing changes, running standard reports, and supporting system updates.
· Act as the first point of contact for HR queries, responding to routine enquiries on policies, procedures and staff benefits in a timely and professional manner.
· Maintain and organise electronic and paper-based personnel files, ensuring all employee records are accurate, compliant and up to date.
· Administer all HR documentation across the employee lifecycle, including preparing contracts, offer letters, onboarding documentation, variation letters, and leaver paperwork.
· Coordinate onboarding and offboarding processes, ensuring all required documentation, system updates and compliance checks are completed on time.
· Manage HR inboxes, logging and tracking queries, and ensuring all correspondence is responded to or escalated appropriately.
· Support data integrity by carrying out regular audits, data cleansing and validation activities across HR systems and records.
· Maintain accurate records of fixed-term contracts, temporary roles, and probation dates, ensuring timely follow-up actions.
· Raise purchase orders, process invoices and track HR-related expenditure in line with organisational procedures.
· Provide administrative guidance and support to managers and employees on HR systems, including self-service functionality.

Payroll Administration
· Prepare and process monthly payroll data, ensuring all employee changes (starters, leavers, variations, absence, benefits and deductions) are accurately recorded and submitted within deadlines.
· Maintain payroll records and ensure data accuracy between HR and payroll systems.
· Collate and validate payroll inputs, resolving discrepancies and escalating issues where necessary.
· Support the HR Manager by preparing payroll summaries and documentation for monthly payroll review meetings.
HR Reporting & Data
· Produce regular HR reports (monthly and quarterly), ensuring data accuracy and consistency.
· Extract and compile workforce data, including metrics on headcount, turnover, absence and recruitment.
· Maintain tracking logs for absence, probation reviews and other key HR processes.
· Support the preparation of reports for senior management and external stakeholders.

Employee Relations Administration
· Provide administrative support for employee relations cases, including preparing letters, meeting packs and maintaining case records.
· Take notes in meetings where required and ensure records are stored confidentially and accurately.
· Track timelines for ER processes (disciplinary, grievance, probation, performance) to ensure compliance.
· Assist with disciplinary investigations, grievances, capability and performance matters in a timely manner when required.
Recruitment & Onboarding
· Coordinate recruitment administration, including posting job adverts, scheduling interviews and communicating with candidates.
· Prepare offer letters, contracts and onboarding documentation.
· Manage pre-employment checks, including references and right-to-work documentation.
· Maintain recruitment records and update tracking systems.
· Coordinate induction schedules and ensure all onboarding activities are completed.

Learning & Development Administration
· Provide administrative support for training activities, including scheduling sessions, booking venues and managing attendance records.
· Maintain training records and update learning systems.
· Coordinate mandatory training compliance and monitor completion rates.
· Support the administration of performance reviews, staff surveys and development programmes.
Policy, Compliance & Process Improvement
· Maintain HR policies and procedures, ensuring documents are accurately stored and version-controlled.
· Support compliance by ensuring all documentation and processes align with employment legislation and internal standards.
· Assist in reviewing and updating HR processes to improve administrative efficiency.
· Prepare documentation and reports to support audits and compliance checks.

HR Projects & General Support
· Provide administrative support to HR projects, including document preparation, data gathering and coordination tasks.
· Support the HR Manager with ad hoc administrative duties.
· Provide cover for HR administrative tasks during periods of absence.
General
· Maintain confidentiality and handle sensitive information with discretion at all times.
· Build effective working relationships with internal and external stakeholders.
· Support organisational values and contribute to a positive workplace culture.
· Attend meetings and events as required, providing administrative coordination and support.





	Person Specification

	
Education & Qualifications

	· Educated to A Level Standard or equivalent.
· CIPD or equivalent qualification is desirable.


	Essential 
Experience and Knowledge
	· Minimum of two year’s HR experience, providing staff with advice and supporting managers in all aspects of HR.
· A proven track record in coordinating the full employee life cycle.
· Range of experience in the use of computerised HR systems. Experience of Cascade HR is highly desirable.
· Experience in administering payroll and staff benefits.
· Experience of working in social housing desirable.
· Experience in dealing with staff on all levels.
· Extensive knowledge of Human Resources and Employment Law


	Skills

	· Clear understanding of HR services and its contribution to the organisation.
· Possesses HR administration and advisory skills to work flexibly and collaboratively.
· Sound knowledge of current employment legislation and ability to translate this into workplace practices.
· Excellent attention to detail.
· Intermediate IT and computer skills including Word, Outlook and Excel.
· Ability to work as a part of the team and to work without supervision.
· Excellent organisation skills with the ability to prioritise workload to meet deadlines and adhere to month-end timetable.
· Clear and accurate written and verbal communication that is appropriate for the audience and to write HR reports.
· Strong relationship building and stakeholder management skills to liaise with a wide range of people, both internal and external to the organisation.
· Ensures that all work is undertaken in compliance with the Data Protection Acts (DPA).
· Analytical, with the ability to quickly solve problems through practical and innovative means.
· Excellent customer focus and a genuine desire to achieve excellence in all areas of responsibility.
· Ability to respond to queries promptly.
· Patience and ability to remain calm in stressful situations.

	Core Competencies

	· Good Communication Skills
· Passionate about delivering good HR service
· Excellent People Skills
· Good Knowledge of employment law
· Administrative expertise
· HR strategy creation & execution
· Managing priorities
· Proactive
· Advising
· Coaching

	Personal Attribute
	· Passionate about delivering and driving forward excellent customer-focused services.
· Team player, collaborative, and supportive of colleagues.
· Professional, ethical, and aligned with SW9 CH Values and Behaviours.
· Flexible and willing to go the extra mile to achieve organisational goals.


	Values 
and Behaviours
	· Demonstrates integrity and professionalism at all times.
· Embodies SW9 Community Housing’s values of accountability, collaboration, respect, inclusion, and excellence.
· Promotes equality, diversity, and inclusion in all aspects of work.
· Committed to continuous improvement, innovation, and delivering value for money.
· Displays a customer-focused approach with a strong sense of public service and community impact.
· Acts as an ambassador for SW9, fostering trust, transparency, and partnership.

	Key Relationships
	· Managers and staff within SW9 CH
· Directors and Seniors Managers 
· Other external contacts as needed

	Systems

	· Use of MS office 
· SharePoint, 
· P2P 
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