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The Movement for
'] Progressive WELCOME LETTER

Judaism

THANK YOU FOR YOUR
INTEREST IN THE ROLE AT
THIS EXCITING MOMENT FOR
PROGRESSIVE JUDAISM.

The Movement for Reform Judaism and Liberal \’

Judaism have united into a new, single organisation: r—
Progressive Judaism. Together, we are shaping a I Commission on _
vibrant, inclusive future for Jewish life in the UK - one 3, Interfaith Relatiof{gegg
that nurtures our young people, strengthens i
communities, and ensures that Jewish values of
equality, justice, and learning continue to flourish.

An effective HR team is at the heart of our
successful Movement. We work collaboratively
across the Movement. bringing our values to life
through the way we support, develop and
empower our people. We want everyone to feel
valued, included and able to thrive, while creating
an inspiring and engaging place to work.

If you are passionate about Human Resources and
want to be part of developing the Movement to be
even stronger and more vibrant, we would love to hear
from you.

Warm regards,

ant for
ressivgs s
Ism e

The Movement
e A Progr
da’

Rabbi Josh Levy Rabbi Charley Baginsky
Co-lead, The Movement Co-lead, The Movement
for Progressive Judaism for Progressive Judaism
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TO STRENGTHEN,
SUPPORT AND
CONNECT
COMMUNITIES

TO INSPIRE,
CONNECT AND
NURTURE THE NEXT
GENERATIONS OF
PROGRESSIVE JEWS

THE FOUR MISSION’S OF
PROGRESSIVE JUDAISM

TO PROMOTE,
AMPLIFY AND
EMBOLDEN OUR
VALUES AND RICH
FORMS OF JEWISH
LIFE

=1

TO FOSTER
INCLUSION, PROVIDE
RESOURCES, AND
PAVE THE WAY FOR
THOSE SEEKING TO
JOIN US
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WE TREAT EVERYONE WITH

WARMTH, EMPATHY AND
COMPASSION, NURTURING
WELLBEING AND
CONNECTION.

WE ACT HONESTLY,
TRANSPARENTLY AND
ETHICALLY IN ALL WE
DO, BUILDING TRUST
WITH COLLEAGUES AND
COMMUNITIES.

WE TRUST PEOPLE,
ENCOURAGE LEARNING
AND SUPPORT PERSONAL
AND PROFESSIONAL
DEVELOPMENT. WE BELIEVE
EMPOWERED STAFF CREATE
THRIVING COMMUNITIES.

WE ARE OPEN TO LEARNING,
REFLECTION AND CHANGE
AND ARE WILLING TO
QUESTION AND IMPROVE
HOW WE WORK.

WE VALUE EVERY PERSON,
RECOGNISING THEIR
IDENTITY, EXPERIENCE AND
PERSPECTIVE.



The Movement for
I] Progressive WHAT IS THE MOVEMENT FOR

Judaism PROGRESSIVE JUDAISM?

THE MOVEMENT FOR PROGRESSIVE
JUDAISM IS THE UK AND IRELAND’S
LARGEST SYNAGOGAL BODY - WITH

THE VISION THAT JEWISH LIFE CAN BE
VIBRANT, INCLUSIVE AND FORWARD
LOOKING, ROOTED IN TRADITION YET .
ALIVE TO THE NEEDS OF TODAY AND Wk
THE HOPES OF TOMORROW.

On Sunday 18 May 2025, at around 11.40am, the member
communities of Britain’s Movement for Reform Judaism
and Liberal Judaism voted to unite into one Movement for
Progressive Judaism for the UK and Ireland.

This history-defining moment was the first ever known
unification of two Jewish denominations and the
culmination of 250 years of Progressive Jewish history.

The decision was made at two parallel Extraordinary
General Meetings with the number of votes in favour
at each exceeding 95%. The result was announced by
the leaders of the unification project — Rabbi Charley
Baginsky, Rabbi Josh Levy, Paul Langsford, Karen
Newman and Dr Ed Kessler — on the steps of the
Sternberg Centre.

This day marked the birth of both a new Movement and a
new chapter — one rooted in shared values, diverse voices
and a deep commitment to inclusion and equality.

The Movement for Progressive Judaism that then formed is the
UK and Ireland’s largest synagogal body, measured by number of
communities. It represents around 30% of synagogue affiliated
Jews with the goal of reaching out to roughly the same
percentage of non-affiliated Jews who are known to align with
Progressive Jewish values.

The goal of the Movement for Progressive Judaism is to support more people in
more places to lead rich and fulfilling Jewish lives. It seeks to provide a voice and a
space that brings together timeless Jewish tradition with the diversity and values
of 21st-century Jewish life.

The vision of the Movement for Progressive Judaism is that Jewish life in the UK and Ireland can be
vibrant, inclusive and forward looking, rooted in tradition yet alive to the needs of today and the hopes of
tomorrow.
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Role: HR Administrator
Maternity Cover

Application Closing Date: ~ 12pm Tuesday 22 September 2026

Reports to: Director of People

Salary range: £30,000-£35,000

Contract: Part- time, fixed-term maternity

Hours per week: 18, ideally working Tuesday, Wednesday and Thursday
Location: The Sternberg Centre, Finchley, London

The HR Administrator will join our friendly and
collaborative team and play a vital role in delivering a
responsive, high-quality HR service across the employee
lifecycle.

This role supports every stage of the employee journey,
from recruitment and onboarding through to employee
well-being and offboarding. The postholder will ensure
that HR processes are delivered efficiently, accurately
and compliantly, while helping to create a positive
employee experience that reflects the values of
Progressive Judaism.

Working closely with managers and colleagues across
the organisation, the HR Administrator will contribute
to building an inclusive, supportive and well-organised
workplace where people feel welcomed, valued and
empowered to thrive.
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WHY JOIN THE MOVEMENT FOR
PROGRESSIVE JUDAISM?

WHY JOIN MPJ?

We're a small, passionate team doing big things — and
we know that our success starts with our people.
That's why we're committed to creating a supportive,
inclusive environment where you can truly thrive, both
professionally and personally.

At MPJ, we believe that when we take care of our team,
they can take care of our community. If you're looking
for a role where your contribution is recognised, your
wellbeing matters, and you feel part of something
meaningful — we'd love to hear from you.

WHAT YOU CAN LOOK FORWARD TO

Health and Wellbeing
Your wellbeing is a priority from day one.

You'll have access to a comprehensive Simplyhealth
plan, offering cashback on everyday health expenses
such as dental, optical and physiotherapy care. The
plan also includes a 24/7 helpline, counselling
support, discounted gym membership, health
screenings and more — with the option to upgrade
your cover for you and your family.

PAY AND FINANCIAL SECURITY

« We're committed to recognising and rewarding the
value you bring.

« Competitive pay - regularly reviewed to ensure
fairness and reflect the cost of living

« Pension scheme — we contribute 3% increasing to
5% after 2 years

« Life insurance - from day one, you'll be covered at
2x your salary rising to 4x after after two years,
giving peace of mind for you and your loved ones

WORK-LIFE BALANCE

« We believe great work shouldn't come at the
expense of your personal life.

« A 35-hour working week with soft start and finish
times

« A flexible approach to working, with requests
always thoughtfully considered

« A culture that genuinely supports balance, rest and
recharge

TIME TO RECHARGE
Taking time out matters.

Generous annual leave - increasing from 28 days
(inclusive of bank and public holidays) plus your
birthday, rising annually to a maximum of an additional
5 days after 3 years’ continuous service

Additional leave for religious holidays observed by
MPJ which fall on a day you would normally be
required to work. This can be as much as 8 days per
year.

We actively encourage you to use your time off and
fully switch off.

EVERYDAY PERKS
It's the little things that make a difference.

Lunch vouchers — enjoy a complimentary lunch at our
onsite café

A beautiful, nature-filled workspace with access to
private green space — perfect for a mindful break or a
walk outdoors

OUR CULTURE
At MPJ, you'll find more than just a workplace

We're proud of our friendly, inclusive culture where
collaboration, respect and diversity are at the heart of
everything we do. You'll be surrounded by people who
are passionate about making a difference — and who
will support you every step of the way.

JOIN US

IF YOU’RE LOOKING FOR A
FULFILLING ROLE WHERE
YOU CAN GROW, FEEL

SUPPORTED, AND BE PART
OF A TEAM THAT TRULY
CARES — WE’D LOVE TO
WELCOME YOU TO MPJ.
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1. Recruitment

« Support the delivery of effective and inclusive recruitment processes, helping to attract and appoint talented
people to the organisation.

« Ensure candidates receive a professional. welcoming and positive experience throughout the recruitment
journey,

« Coordinate recruitment activities efficiently, maintaining clear communication with all stakeholders.

« Produce recruitment documentation accurately and ensure all Pre-employment checks are completed in a timely
manner.

« Maintain recruitment records and systems to ensure compliance and good governance.

2. Onboarding and Induction

« Deliver a smooth and engaging onboarding experience that enables new employees to feel welcomed, informed
and supported from day one.

« Ensure all employment documentation, systems access and compliance requirements are completed accurately
and on time.

» Support the delivery of effective induction programmes that help new colleagues understand the Movement, its
culture and ways of working

« Provide guidance and information that enables employees to quickly become effective in their roles.

3. Probation

« Support managers and employees through the probation process, ensuring reviews are completed consistently
and on time.

« Monitor probationary periods and provide timely reminders, documentation and administrative support.

« Maintain accurate records and correspondence relation to probation outcomes.

« Help ensure new employees receive regular feedback and support during their setting-in period.

4. Employee Changes and Leavers

« Support employee lifecycle processes by ensuring contractual changes, transfers and leavers are administered
efficiently and accurately.

- Help ensure employees experience a positive and professional transition when leaving the organisation.

« Maintain accurate employee records and ensure relevant stakeholders are informed of employment changes.

« Support the collection of feedback and insights that help improve the employee experience through the exit
interview process.

5. Payroll Administration

« Provide accurate and timely payroll administration to support the efficient payment of employees.
« Ensure payroll-related changes are recorded, processed and communicated effectively.

« Maintain accurate records of contractual changes, statutory payments and payroll adjustments.

« Work collaboratively with payroll provider and finance team to resolve queries.
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6. Leave and attendance management

« Maintain accurate records relating to annual leave, family leave and sickness absence.

« Support employees and managers to understand and follow organisational policies and procedures
« Ensure Breathe accurately reflect employee leave and attendance information

« Produce reports and data that support effective workforce planning and decision-making.

7. Safer Recruitment and DBS

« Support MPJ's safeguarding responsibilities by ensuring DBS processes are completed accurately and
promptly.

« Monitor employee DBS requirements and renewals to maintain compliance.

« Maintain secure and confidential records relating to employee safeguarding checks.

+ Provide advice and administrative support regarding employee DBS requirements where appropriate.

8. Staff Wellbeing and Employee Experience

-

Contribute to a positive workplace culture where colleagues feel supported, recognised and valued.
Support the delivery and administration of employee wellbeing initiatives and benefits including the
Simplyhealth portal and Life Assurance spreadsheet.

Promote available wellbeing resources and encourage engagement with employee benefits.

Coordinate activities and initiatives that strengthen employee engagement, connection and recognition
across the organisation including supply of office refreshments, organising birthday cards and other
recognition markers.

Help create a welcoming and enjoyable working environment that reflects the organisation’s values and
culture.

-

This job description is not exhaustive and may be updated as accountabilities evolve.
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Work Experience

« Proven experience providing high-quality HR administration support
across the employee lifecycle.

- Experience supporting recruitment, onboarding, employee records,
absence management, payroll administration or related HR processes.

« Experience maintaining confidential employee information and accurate
HR records.

« Experience using HR systems and databases to manage employee
information.

Communication and Relationships

« Excellent written and verbal communication skills.

- Builds positive and professional relationships with colleagues, managers,
candidates and external stakeholders.

« Able to explain processes clearly and respond effectively to a wide range
of enquiries

« Demonstrates strong customer service skills and a commitment to
delivering a positive employee experience.

Planning and Organisation

« Strong organisational skills with the ability to manage multiple priorities
and deadlines.

« Maintains a high level of accuracy and attention to detail.

« Able to plan, prioritise and manage workload effectively with minimal
supervision.

« Proactive in ensuring HR processes are completed in a timely and efficient
manner.

Initiative and Decision Making

- Takes ownership of responsibilities and follows tasks through to
completion.

« Uses initiative to identify issues and propose practical solutions.

« Demonstrates adaptability and flexibility in response to changing
priorities.

- Demonstrates sound judgement when handling sensitive and confidential
matters.

« Understand the importance of compliance with employment legislation,
organisational policies and safer recruitment processes.

Digital Literacy and Data Management

« Confident user of Microsoft Office applications, including Outlook, Word
and Excel.

« Experience using HR information systems and online employee
management platforms.

« Maintains accurate records and data in accordance with organisational
procedures and data protection requirements.

« Able to produce reports and HR information using digital systems.
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Emotional Intelligence & Professionalism

- Demonstrates empathy, resilience and emotional intelligence.

« Maintains professionalism, confidentiality and discretion at all times.

« Approachable, supportive and able to work effectively with people from diverse
backgrounds and experiences.

« Handles sensitive situations with tact and sound judgement.

Values & Commitment

« Demonstrates alignment with the values of Progressive Judaism: Kindness, Courage,
Integrity, Respect and Empowerment.

« Supports an inclusive and welcoming environment where people feel valued and
respected.

« Demonstrates and understanding of, or willingness to learn about, the Jewish Community
and Progressive Jewish values.

- Committed to promoting employee wellbeing, inclusion and positive workplace culture.

We are committed to safeguarding and promoting the welfare of children and young
adults and expects all staff and volunteers to share this commitment.

Background checks and an enhanced DBS (or equivalent overseas check) will be required
before taking up any position.

We are committed to being an inclusive and welcoming organisation. We are committed
to equality of opportunity, to creating a workplace free from discrimination and to
making reasonable adjustments throughout the recruitment process and beyond.

If you require any support to apply, please let us know.
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Role:

HOW TO APPLY

HR Administrator

Application Closing Date:

12pm Tuesday 22 September 2026

Salary range:

Dependant on experience

Contract:

Part-time, fixed maternity

Hours per week:

18, ideally working Tuesday, Wednesday and Thursday

Location:

The Sternberg Centre, Finchley, London

In the first instance please send your CV and a covering letter to;

Email: rachelleh@progressivejudaism.org.uk

Post: The Sternberg Centre, 80 East End Rd, London N3 25Y

For additional information please contact;

Rachelle Hackenbroch

Director of People

rachelleh@progressivejudaism.org.uk

07707 860697
0208 349 5640

Find out more about us on our website:

www.progressivejudaism.org.uk



