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Job Specification

	Job Title: Human Resources Officer


	
	

	Grade: WY06 
	Job Evaluation Code:   


	
	

	Reporting to: 
Human Resources Manager

	Manager’s Grade: WY12


	

	Location: Morley, Leeds


	
	

	Service Area: Commercial & Resources



	

	Work style:  


	

	Overall Purpose of the Post:

To provide general human resources support and advice to the Human Resources Manager and other WYJS Managers on a variety of Human Resources matters in accordance with policies, procedures and employment legislation. 



















	Requirements for the post.


	
	Essential
	Desirable

	Qualifications/ Training

	GCSE Level with passes (A to C) including Maths & English, or equivalent qualification.

CIPD Certificate in Human Resources Practice/CIPD Level 3 Foundation Certificate in People Practice or equivalent.

	Educated to degree level or equivalent.

Driving licence.


	Knowledge

	Computer literate with experience of MS Word, Excel and Access.




	Computer skills based qualification.
Experience of using My People (I Trent) software.

	Experience

	Experience of office and team working.

Extended experience of working in a Human Resources environment, preferably HR generalist experience with practical and procedural knowledge.



	Local government Human Resources experience.

	Physical Skills

	Ability to be self-motivated and show initiative.

Demonstrate good organisational, communication and administrative skills.

	

	Competencies:
	
	

	Focus on Customers and Clients

	Treats service users with respect and provides the most effective service possible, either by direct delivery or passing the matter to the person / organisation best able to assist



	

	Performing in your role




	Responds promptly and flexibly to service users / customers



	

	Personal Effectiveness

	Communicates ideas and information in an effective manner that is clear, understandable and timely.

Is sensitive to political and personal issues.


	

	Successful team and partnership working

	Supports and works effectively with others, both internally and externally, to achieve common goals and objectives.

Creates positive working relationships with others.

Shows sensitivity to social diversity issues in the workplace.

	

	Decisive problems solving

	Systematically gather and analyses relevant information.

Takes personal responsibility for own decisions and actions.


	

	Continuous improvement

	Thinks creatively outside the usual boundaries and questions the status quo. Initiates, drive and implements new ideas to achieve the organisational / Service / team vision.

Suggests ideas for possible improvements.

Develops best practice.

	



	Key Outcomes/ Activities

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	1. Undertake support and administrative duties on specific aspects of the work of the Commercial and Resources service area, under the direction of the Human Resources Manager.
2. Fully participate in the team working approach to the allocation of duties within WYJS.
3. Meet the public and representatives of other departments as necessary and provide appropriate information on request. 
4. Contribute to the maintenance of good employee relations within WYJS.
5. Work within recognised safe systems of work at all times and instruct other staff in this area as necessary, e.g. risk assessments.
6. To provide cover to other areas of work in response to changes in workload and operational requirements.
7. Responsible for processing documentation for all staff in respect of personnel and payroll, including staff appointments, terminations, pensions, sickness absence, overtime claims and other salary variations.
8. Maintain the structure and record staffing changes on the My People HR Software.
9. Be the first point of contact for answering payroll queries.
10. Issue of contracts of employment/statement of particulars to new employees and existing employees when appointed to a new post.
11. Provide monthly, quarterly, periodic and annual reports on human resources/payroll related matters.
12. Check, record and process for payment claims for travelling and subsistence allowances and casual employee payments.
13. Carry out periodical checks on WYJS’ employees’ private motor vehicle insurance and driving licences, as in line with the Driving at Work Policy.
14. Process the calculation and production of annual leave cards for employees without access to self-service My People HR software. Recalculate leave entitlements in response to variations and organisation leavers in working hours.
15. Support the Human Resources Manager and other WYJS Managers in the provision of a human resources function to WYJS, particularly in relation to performance management, attendance management, workforce management, discipline and grievance. Providing advice and attendance at hearings and meetings where appropriate.
16. Support the Human Resources Manager and other WYJS Managers in the recruitment and selection of staff providing administrative support in line with West Yorkshire Joint Services policy.
17. Provide administrative support to the Human Resources Manager and other WYJS Managers when required under the direction of the Human Resources Manager
18. Produce monthly sickness statistics for the Services’ monitoring meetings.
19. Assist in the maintenance and monitoring of the personal filing system for WYJS.
20. Assist in maintaining the WYJS Training Database.
21. Co-ordinate training for employees in line with the WYJS Annual Training Plan.
22. Deputise for the Human Resources Manager when required.
23. Keep up to date with new employment legislation.
24. The post holder’s duties must at all times be carried out in compliance with the servicing Authority’s Equal Opportunities Policy.

25. The post holder’s duties must at all times be carried out in compliance with all employment, Data Protection and Freedom of Information legislation requirements, as detailed in the Employee Handbook.

26. Ensure the health and safety of all staff and resources within the post-holder’s area of responsibility, i.e., delegated responsibility in relation to the nature of the post holder’s duties and personal responsibilities as per Sections 7 and 8 of the Health and Safety at Work Act 1974. These include the provision of protective clothing, Health and Safety Instruction etc.

27. Such other duties at a comparable level of responsibility relating to the work of the Service as may be required.




	Responsibility for Resources


	Employees (Supervision): Nil


	Financial: Nil


	Physical: Confidential HR records and data.


	Customers and Clients:

Internal Contacts: WYJS Officers including Senior Managers, officers of the Support Servicing Authority, Trade Union Representatives.
External Contacts: Officers and Members of constituent authorities and other local authorities/services. Trade Union Officials at local, district and national level. Local authority finance services, suppliers of goods and services, advertising media, recruitment agencies. Members of the public and press on recruitment and selection matters.



	Working Conditions: May need to travel occasionally to meet customers and contacts.




	Characteristics of the post:

The post holder will need to:

The employment checks required are:

· Evidence of entitlement to work in the UK
· Evidence of essential qualifications – see page 1 of this job specification
· Two satisfactory references
· Confirmation of medical fitness for employment
· Registration with appropriate bodies (where applicable)


	Date completed: 21/02/2022 S Lawson
Regrade/Moderation: 01/03/2022 L Davis, S Lawson and L Riach.
Reviewed: 07/05/2026 WYJS Director
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