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Healthcare for those in need

Job Description

Job title: HR & Executive Support Assistant

Reporting to: Director of Finance & Resources

Location: Central London (Holborn Office) / Hybrid Working
Contract type: Part time - flexible, approx. 3 days a week (18 -24 hours)
Salary: £30,500pa - £34,000pa pro-rata, depending on experience
About IHP

Most of us can readily access the medicines we need. But around the world, many easily treatable
diseases can mean chronic pain, poor quality of life or even a death sentence. International
Health Partners (IHP) helps people in hard-to-reach, vulnerable and disaster-hit communities get
better access to medicine. We coordinate the safe and responsible donation of medicines and
healthcare supplies to where the needs are greatest, saving lives and preventing avoidable
suffering.

In the last three years, IHP has supported over 16 million patients and vulnerable communities
around the world - places such as Sudan, Ukraine and Gaza. We've sent medicine worth well over
£56 million, changing lives and impacting futures. We run multiple partnerships to support this
work - with pharmaceutical companies who donate medicines, our logistics partners who help
us warehouse and ship the medicines overseas and finally our valued NGO partners and
individual medics delivering healthcare to those who need it. Together these partnerships enable
medicines to reach those in need.

Our Christian faith underpins all that we do. It motivates us to care for those in need, and give
our bestin all circumstances, as an expression of God's love. We believe that everyone, regardless
of their age, gender, disability, religion or ethnicity, should be able to access the medicines they
need.

Overview of the role

The HR team is responsible for a broad range of functions supporting our 24-strong staff team and
trustees. The HR & Executive Support Assistant will play a key role in delivering effective HR
administration while also providing wider administrative support to help ensure the smooth
running of the organisation.



Working closely with the Director of Finance & Resources, our outsourced HR Consultant and the
Finance & Administration Officer, the postholder will support the employee lifecycle, maintain HR
systems and records, coordinate training and wellbeing activities, and help ensure HR processes
are delivered accurately and efficiently.

Alongside the core HR responsibilities, the role will provide support across a range of central
organisational activities, including supporting with office administration, governance, trustee
administration, staff meetings and events, maintaining internal systems and records, and assisting
with cross-organisational projects led by the Senior Leadership Team.

This is an excellent opportunity for someone who enjoys variety, has strong organisational skills
and wants to develop their HR career while gaining experience across the wider functions of a small,
collaborative charity.

The specific purpose of this post is:

e Support all areas of HR administration and people processes under the direction of the
outsourced HR Consultant and Director of Finance & Resources.

e Ensure HR records, systems and processes are maintained accurately, efficiently and
confidentially.

e Coordinate staff training, maintain accurate training records and support employee
wellbeing initiatives.

e Contribute to a positive staff experience by supporting managers and colleagues throughout
the employee lifecycle.

e Provide high-quality administrative support across the organisation, including governance
activities, trustee administration, office management and organisational projects.

e Work collaboratively with colleagues to help ensure the smooth and effective running of
IHP's central support function.

Key Responsibilities:
HR Administration & People Support:

e Maintain accurate and confidential HR records, systems and personnel files.

e Support recruitment activities, including coordinating interviews, pre-employment checks
and induction processes.

e Coordinate staff onboarding and help ensure a positive new starter experience.

e Maintain staff training records and coordinate learning and development activities, including
researching suitable training providers.

e Update and coordinate staff wellbeing initiatives and resources.

e Administer staff surveys and support employee engagement activities.

e Support Equality, Diversity and Inclusion (EDI) initiatives across the organisation.

e Assist in reviewing and maintaining HR policies and procedures, working with line managers
and the Senior Leadership Team (SLT) to support their consistent application.

e Support payroll administration and other HR processes as required.

e Ensure Good Distribution Practice (GDP) compliance within areas of responsibility (training
will be provided).



Undertake other HR-related tasks and duties, as reasonably directed by the line manager
and outsourced HR Consultant

Project & Executive Support

Support organisational projects by maintaining project plans, coordinating actions and
liaising with colleagues across the organisation.

Provide administrative support to organisational initiatives led by the Senior Leadership
Team (SLT) working more closely with the Director of Finance & Resources and CEO

Assist with cross-organisational projects and other duties as directed by the line manager.
Undertake other reasonable duties appropriate to the role as requested by the Director of
Finance & Resources or the outsourced HR Consultant.

Organisational & Office Support

e Support the Finance & Administration Officer:

- in the effective day-to-day running of the office, ensuring equipment, facilities and
supplies are well maintained
- in maintaining office procedures and administrative processes to support the smooth
running of the organisation
- by liaising with landlords and external suppliers regarding office management and
room bookings
- in co-ordinating staff meetings, training sessions, away days and other team events.
Provide administrative support for governance activities, as requested by the SLT
Provide administrative support to other teams across the organisation as required.

Person Specification

IHP is an Equal Opportunities Employer.

Staff regularly spend time together praying for IHP's work and there is an occupational
requirement for the post holder to have a personal commitment to the Christian faith.

Applicants must have the right to work in the UK and a Basic DBS identity check will be
undertaken.

Knowledge and experience

Experience working in an HR administration role, or in an administrative role with
significant HR responsibilities.

Experience supporting recruitment, onboarding or other employee lifecycle activities.
Experience maintaining accurate records, databases and administrative systems.
Experience coordinating multiple tasks and priorities in a busy environment.

Excellent administration and organisational skills with a high level of accuracy and attention
to detail.

Experience handling confidential information with professionalism and discretion.
Confident using Microsoft Office applications, including Excel, and able to learn new
systems quickly.

Desirable



e Experience coordinating staff training, learning and development or wellbeing initiatives.

e Experience of payroll administration.

e Experience supporting office administration, facilities or office management.

e Experience supporting governance activities, trustee administration or committee
meetings.

e Experience working in a small charity, not-for-profit or purpose-driven organisation.

Skills and attributes
Essential
e A personal commitment to IHP's Christian ethos.
e A commitment to staff wellbeing, development and good HR practice.
e Strong interpersonal skills with the ability to build positive working relationships across the
organisation.
e Excellent written and verbal communication skills.
e Highly organised, efficient and self-motivated.
e Able to manage competing priorities and meet deadlines while maintaining a high standard
of accuracy.
e A proactive, adaptable approach with a willingness to support colleagues across a small,
collaborative team.
¢ Numerate and confident working with data and Excel.
e Discreet, trustworthy and able to maintain confidentiality at all times.

Terms and Conditions
Place of work: The IHP office is in London (Holborn).

Working Hours: flexible, ideally 18-24 hours per week

Salary: £30,500pa - £34,000pa pro-rata depending on experience, plus a company pension
scheme and other employee benefits

Contract: Permanent
Holiday entitlement: Begins at 25 days per annum, in addition to public holidays, pro-rata to hours

To apply, please submit your CV and a covering letter of no more than two A4 sides setting out how
you meet the person specification, including the faith requirement. Applications without a covering
letter will not be considered. If you require any support with your application please call the IHP
Office and select Option 2.

Applications will be reviewed as received and interviews will be held when required so please
submit your application at the earliest opportunity.



