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Job Description

	


	Job Title: HR Officer
 
	Service Area and Team: Corporate Governance/HR


	Grade: B
	Post Number and evaluation number: POS008585
	Date last updated: 
19/05/2026

	Reporting to (Line manager of post):
 HR Director & London Regional Employers' Secretary
	Responsible for (Inc Staff and budget responsibility): N/A

	

	Our Values: 
Trust Through Collaborations - We believe collaboration helps us learn, grow, and explore new ideas – giving us the confidence to experiment, be creative, and deliver a real impact. We foster a culture of trust where open, honest conversations are valued and it’s safe to challenge. 
Rooted in respect - We respect the different cultures, backgrounds, and perspectives represented within London Councils, our partners, and all who live and work across London’s boroughs. We create space for every voice to be heard and valued. We call out current, historic, and systemic prejudice, seek out different views, and act with integrity to achieve fairer, more equitable outcomes
Driven by Purpose - We are driven by our individual and collective purpose to make London a better place for everyone who lives in, works in, or visits the city we’re proud to call home. Our commitment to making a positive, meaningful, impact across all London boroughs and communities shapes our actions and guides our decisions.
Equality and Diversity - We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work

Health and Safety - Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.

	



Political Restriction

In accordance with the Local Government and Housing Act 1989, certain posts are designated as politically restricted where they meet the statutory criteria, based on the duties and responsibilities of the role.

This post is not politically restricted.

Politically restricted posts are subject to statutory limitations on political activity, including restrictions on standing for elected office and engaging in certain political activities.


Overall Purpose of Job: 

1. Provide an HR support service that is professional and customer focused.

1. Responsible for managing the recruitment process, enhancing the onboarding experience and developing/ maintaining the Employee Experience Hub share point site.

1. Provide general HR support that includes HR administration and HR task progressing chasing. 

· Working with HR colleagues in London Councils and City of London to ensure HR processes and employee information is up to date and accurate.


Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time. 


To undertake all responsibilities listed below:

1. Undertake HR related tasks including recruitment,  HR administrative and maintenance tasks to ensure that London Councils delivers and maintains control of its establishment.
1. Provide general support on HR issues and recruitment processes as necessary, including task progress tracking and chasing as appropriate.
1. To participate/undertake specific research or HR related projects as directed by management with an ability to work on own initiative including setting priorities, targets and meeting deadlines
1. Maintain HR systems and processes as necessary to ensure an efficient HR service is provided to the organisation.
1. Undertake pensions administration support and maintenance for Adjudicators pension contributions to the Smart Pensions pension scheme.  
1. Develop and maintain the HR share point Employee Experience Hub site so that employees can get useful and helpful information about HR/ OD policies and practices that will support and develop them.
1. To produce standard reports, statistics and returns on HR matters as requested.
1. To attend HR meetings [and other meetings when required] to take notes as required. 
1. Support HR meetings as needed including meeting administration and general meeting support and facilitation as required. 
1. Undertake job evaluation – e.g. evaluation of job descriptions/person specifications to identify pay scale/range. 
1. To assist in the planning and organising of events as appropriate and preparation of presentations as required.
1. Contribute to communications as needed including drafting copy for publications. 
1. Undertake any other duties within the scope of the post as may be allocated by management.
1. London Councils is committed to, and champions, equality, equity, diversity and inclusion in all aspects of policy and employment.  All employees are expected to understand and promote equity, diversity and inclusion within their work. 
1. Take care at all times to uphold health and safety at work for self and others.  To observe London Councils Health and Safety policy and related procedures at all times.  
1. To adhere to London Councils’ corporate policies, procedures, regulations and protocols including the Data Protection Act 2018 and financial regulations.
1. To uphold London Councils’ values the highest standards of ethical conduct in line with the expectations of a local government officer and to lead staff to adhere to such standards in order to uphold the reputation of London Councils.


Any other duties commensurate with the role
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Personal Specification

	Job Title: HR Officer
	Service Area: Corporate Governance/HR


	Grade: B

	Post Number/Evaluation number:  POS008585

	Date last updated: 19/05/2026

	Reporting to (Line manager of post):
 HR Director & London Regional Employers' Secretary 
	Responsible for (Inc Staff and Budget):  
N/A



	



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the CV and/or sifting questions, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



	
CRITERIA- Essential

	
METHOD OF ASSESSMENT

	
KNOWLEDGE:

1. Understanding of HR administration and recruitment processes 
1. Understanding of the importance of confidentiality and handling sensitive information appropriately 
1. Awareness of equality, equity, diversity and inclusion principles in the workplace	
	


Sift Questions/Interview and/or
Anonymised CVs 



	EDUCATION/QUALIFICATIONS
· Good standard of general education or equivalent experience
	


Sift Questions/Interview and/or
Anonymised CVs



	
SKILLS AND ABILITIES:
1. Good general administrative skills.
1. Good oral, written and interpersonal skills.
1. Good organisational skills, to be able to manage a workload of competing demands, the ability to work on own initiative and prioritise between conflicting demands to contribute to an efficient office environment. 
1. Competent/ Good skill and ability in the use of relevant business related information communications technology to enable effective delivery in the role.  
1. Effective written communication skills and ability to take accurate notes of meetings and write concise summaries for distribution. 
1. Able to build and form working relationships and work flexibly, across professional and operational boundaries. 

EXPERIENCE:
1. Ability to maintain accurate records and data and produce data/ numerical reports
1. Able to work independently and show initiative
1. Able to maintain confidentiality in dealing with a variety of sensitive issues
	


Sift Questions/Interview and/or
Anonymised CVs



	
PERSONAL STYLE AND BEHAVIOUR:

1. Highly motivated, enthusiastic with a “can do” mind-set.
1. An ability to engage and support staff and work collaboratively as part of a team
1. Committed to continuous improvement
1. Committed to maintaining confidentiality of personal data. 
1. Ability to use and work on own initiative and balance a busy and varied workload, sometimes working under pressure to tight deadlines
1. To be prepared to work flexibly when urgent work is required
1. Good attention to detail
1. Personal commitment to the value of diversity, inclusion and the promotion of equity  

	


Sift Questions/Interview and/or
Anonymised CVs







	
OTHER SPECIAL REQUIREMENTS:
 N/A


	
Sift Questions/Interview and/or
Anonymised CVs


Satisfactory clearance at conditional offer stage




London Councils Behaviours:
Trusted through Collaboration - How we demonstrate this Value (behaviours):
· We create trusting relationships where we value feedback and it’s safe to challenge, and we treat sensitive information with respect
· We are transparent, accountable, and open in how we work with each other, our members, and our partners
· We communicate clearly and openly, ensuring information flows freely across all levels and functions, so everyone feels included and valued
· We learn, develop, and innovate through our collaborative approach – sharing our knowledge to deliver better outcomes
Rooted in Respect - How we demonstrate this Value (behaviours):
· We engage respectfully, by listening actively and responding thoughtfully, recognising the value in others’ contributions and feedback
· We embed equity and equality in our decisions, processes, and daily actions
· We challenge bias and remove barriers to fairness and inclusion, recognising that fairness requires addressing unequal starting conditions
· We create a welcoming, inclusive environment where everyone feels they belong
Driven by Purpose - How we demonstrate this Value (behaviours):
· We work together to maximise our personal and collective impact
· We listen carefully to our members, communities and partners, making sure their needs shape our 
shared goals
· We adapt quickly and learn continuously to continue delivering meaningful change
· We stay united and focused, even when priorities shift and challenges emerge
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