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Valid International

Job Description
Job Title:

Human Resources Officer
Reporting to:

Director, Alistair Hallam

Grade:


 25,000 – £27,000 (based on experience) Pro Rata.
Base:


Oxford, home based.

Hours:

Minimum 14 hours per month – flexible, potential requirement to be available in response to staff requests. 
Job Purpose
To provide HR support to Valid international, maintain procedures and facilitate good HR practice within the company.

Main Responsibilities of the Job:

· Handle contract negotiations with new and existing staff. 

· Discussions with directors regarding pay. 

· Monitor calendar regarding contract renewals.   

· Manage recruitment process.   

· Advise on how to manage the differential expectations and T&Cs between international and UK staff   

· Listen to staff concerns and report to Director.
· Maintain salary scales.

· Provide advice on legal implications of insurance types held.

· Review induction documents.   

· Review the handbook and all HR procedures and policies on an annual basis and as required.   

· Review JDs of all posts   

· Review and manage the appraisal system   

· Review the Health and Safety procedures and ensure compliance   

We are looking for someone experienced in HR and familiar with up to date good practice procedures and able to offer advice. Valid is a flexible and friendly working environment, and all terms are negotiable. Please send a covering letter and C.V. addressed to Gideon Jones, to jobs@validinternational.org or call 01865 722180 for more information. To learn more about the company visit www.validinternational.org
Application deadline 17.30 Wednesday 27th October

