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	 Job Details

	Job Title:  HR Officer – Policy & Employee Relations 

Job Reports to: People Partner

Direct Reports: None

Salary: £33,000 – £35,000 full-time equivalent (FTE)
Actual salary:  £26,400 – £28,000 per annum (30 hours per week)

Hours: Part-time, 30 hours/week, flexible (e.g., 4 full days or 5 shorter days)

Contract: Fixed-term, 1 year (due to the Charity’s merger and evolving HR structure)

Location: Based at the Charity’s HQ: Walton Lodge, Walton Street, Aylesbury, HP21 7QY, with some travel across the areas the Charity covers, including South, North and Central Buckinghamshire (e.g. visits to our retail shop network). While largely office-based, some home working may be possible.




	Job Purpose:

	The HR Officer will have full ownership of HR policy across Florence Nightingale Hospice Charity, ensuring all policies and procedures are current, legally compliant, consistently applied and reflective of the Charity’s values and operational needs.
To support the effective implementation of policy in practice, the postholder will coordinate staff inductions, provide guidance to managers and employees and contribute to positive employee relations across the organisation. The role will also be responsible for producing and maintaining HR analytics and dashboards, using HR systems and Excel to provide accurate data and insight that supports workforce planning, absence management and organisational decision-making.
Working closely with the People Partner, HR Administrator, Compliance Manager, Finance Department and Managers across the Charity, the HR Officer will play a key role in ensuring people processes are joined up, compliant and well understood, while supporting engagement, consistency and continuous improvement across the employee lifecycle.



	Florence Nightingale Hospice Charity vision:

	FNHC’s vision is to provide the best hospice care and support for local people in Buckinghamshire and surrounding areas.









	Key Accountabilities

	HR Policy Ownership (Primary Responsibility)
· Take full ownership of HR policies and procedures, ensuring compliance with employment law and organisational values
· Maintain and regularly update the employee handbook
· Advise managers and staff on policy interpretation and application
· Monitor legislative or organisational changes and recommend updates to HR policies
Induction Coordination
· Coordinate and schedule all new starter inductions
· Develop and maintain induction materials and content
· Ensure inductions are consistent, compliant and provide a positive employee experience
· Work closely with the HR Administrator to ensure smooth handover of new hires for induction
HR Analytics & Reporting
· Develop and maintain HR dashboards and reports to provide insight on key metrics such as absence, turnover, compliance and staff engagement
· Use Excel and HR systems to analyse HR data, highlighting trends, risks and opportunities for leadership
Employee Relations & Support
· Provide guidance to managers and staff on day-to-day HR queries, including conduct, performance and absence processes
· Support investigations and ensure consistent application of policies in collaboration with the People Partner
· Monitor absence and performance data to provide insight for decision-making
Employee Engagement & Culture
· Support staff engagement initiatives, including forums and surveys
· Analyse survey feedback and assist teams with developing action plans
· Promote wellbeing and alignment with organisational values
Collaboration with other Teams
· Compliance Manager: Work closely to support staff training delivery and ensure compliance with health & safety and safeguarding requirements
· Finance/Payroll: Liaise on payroll-related queries.
· HR Administrator: Collaborate on recruitment handovers, ensuring accurate data capture and smooth induction processes
General Duties
· Maintain accurate HR records and systems
· Contribute to ad hoc HR projects, reporting, and communications
· Work collaboratively across FNHC and FNH teams (staff and volunteers)
· Represent FNHC professionally at all times
· Attend relevant meetings, seminars, or conferences
· Flexibility for occasional weekends/evenings
· Full driving licence and access to a vehicle 
· DBS check required
This job description will be reviewed as part of the post holder’s annual appraisal and is not intended to be a complete list of responsibilities. To meet the changing needs of the Charity you may be required to perform other duties within your capacity and competence.




	Job Experience, Skills & Qualifications

	Essential:
· CIPD Level 5 or equivalent HR experience, with strong experience of writing and reviewing policies
· Experience implementing and embedding HR policies
· Experience coordinating inductions and onboarding processes
· Strong Excel skills, with experience creating dashboards and HR reports
· Knowledge of employment law and HR best practice in charities
· Excellent communication, interpersonal and organisational skills
· Ability to manage multiple priorities and work independently














	Key relationships 

	· People Partner (line manager): Provides strategic guidance, oversight of HR policy and support for employee relations issues.
· HR Administrator: Collaborates on recruitment handovers, ensures accurate data capture and smooth onboarding of new hires.
· Compliance Manager: Works closely to coordinate staff training, track compliance, and support health & safety and safeguarding requirements.
· Finance/Payroll Team: Liaises on payroll-related queries to ensure policies are applied consistently and accurately.
· Managers across the Charity: Advises and supports on HR policy, induction, performance, absence, and employee relations matters.
· All staff members: Provides guidance and support on HR policies, inductions, engagement, and employee experience.





	Employee Benefits 

	We offer interesting and varied roles, believe in empowerment, and offering you a competitive salary and opportunities for development and training. You will be joining a supportive culture that encourages a healthy work-life balance and you’ll be part of a positive and friendly HR team. 

· Workplace pension - 5% ER contribution (with an option to increase to 6%)
· 6.8 weeks of Annual Leave (FTE) including Bank Holidays.  Additionally, you will earn one extra day of leave for each year of service, (based on number of full years you will have completed on 1st April each year) up to a maximum of 5 additional days.
· Generous company sick pay allowance.
· Enhanced maternity/paternity/adoption leave.
· Access to METLife Health services, including GP Online 24/7.
· Employee Assistance Programme.
· Life Assurance equivalent to 3x salary.
· Membership of the Blue Light scheme, offering a wide range of discounts.
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