[image: A logo with a green circle and text

Description automatically generated]JOB DESCRIPTION
Job title:	PEOPLE & HUMAN RESOURCES OFFICER
Reporting to:	Town Clerk/Chief Executive Officer
Responsible for:	No direct line management responsibility
Hours:	22.5 hours per week
Grade/Salary:	SCP 29–32: currently £39,862–£42,739 pa, pro rata for part-time hours
Location:	Town Hall Offices, Market Square, Witney
Purpose of the role
To provide a professional, confidential and effective generalist Human Resources service for Witney Town Council, supporting the Town Clerk/CEO, senior managers and councillors in the fair and consistent management of the Council’s workforce.
The postholder will provide practical, evidence-based advice across the employee lifecycle; lead the development, implementation and review of HR policies, procedures and systems; and help ensure compliance with employment law, the National Joint Council conditions of service and recognised good practice.
The role will promote a positive, inclusive and accountable working culture in which employees are well supported, managers are confident in their people responsibilities, and the workforce is equipped to deliver the Council’s priorities and community services.
Key responsibilities
Professional HR advice and employee relations
· Provide timely, pragmatic and confidential HR advice to the Town Clerk/CEO, senior managers and, where appropriate, councillors or formally appointed panels and committees.
· Advise on the interpretation and application of employment legislation, ACAS guidance, NJC conditions of service, contracts of employment and Council policies, identifying risk and recommending proportionate solutions.
· Support and, where appropriate, manage employee relations casework including conduct, grievance, capability, attendance, probation, flexible working, dignity at work and organisational change.
· Prepare case plans, correspondence, reports, evidence bundles and hearing documentation; support investigations and formal meetings; and ensure processes are procedurally fair, well documented and completed without unreasonable delay.
· Coach managers to address people matters early and constructively, using informal resolution, mediation or facilitated conversations where appropriate.
· Liaise with the Council’s external HR advisers, employment solicitors, occupational health providers, trade unions and other professional bodies as authorised by the Town Clerk/CEO.
Policy, governance and organisational development
· Maintain a planned programme for reviewing HR policies, procedures, templates and guidance, consulting appropriately and presenting recommendations for approval.
· Monitor changes in employment law and good practice, assess their implications for the Council and implement agreed changes.
· Support workforce planning, restructures, job design, job evaluation, succession planning and change management, including consultation and TUPE considerations where applicable.
· Provide professional HR input to the Personnel Committee and any disciplinary, grievance, appeal or recruitment panel, including preparing reports and attending meetings when required.
· Contribute to the Council’s strategic and service planning, organisational values and future devolution or service-transfer discussions from a workforce perspective.
Recruitment and the employee lifecycle
· Coordinate fair, inclusive and efficient recruitment and selection processes, supporting managers with job descriptions, person specifications, adverts, shortlisting, interviews and selection records.
· Ensure appropriate pre-employment checks are completed, including right to work, references, medical or occupational health information and DBS checks where relevant.
· Prepare or oversee accurate offer letters, contracts, contractual variations and other employment documentation, maintaining an effective audit trail.
· Develop and monitor induction, probation and onboarding arrangements and support managers to complete timely reviews.
· Coordinate leaver processes, including exit interviews, return of Council property, final documentation and analysis of themes arising from turnover.
Attendance, wellbeing and performance
· Support managers to apply the sickness absence procedure consistently, including return-to-work meetings, trigger reviews, reasonable adjustments, occupational health referrals and long-term absence case management.
· Promote employee health, wellbeing and psychological safety, maintaining effective links with the Employee Assistance Programme, Mental Health First Aiders and other support providers.
· Support the consistent operation of appraisal, objective-setting, one-to-ones, performance improvement and recognition arrangements.
· Advise on equality, diversity and inclusion and help ensure the Council meets its responsibilities under the Equality Act 2010, including consideration and review of reasonable adjustments.
Learning and development
· Identify organisational and individual learning needs with managers and develop an annual training and development plan aligned to Council priorities and available budgets.
· Source and coordinate learning activities, maintain accurate training and qualification records, and evaluate effectiveness and value for money.
· Design or deliver practical HR briefings and guidance for managers and employees, promoting confident and consistent people management.
HR systems, data and administration
· Maintain accurate, secure and confidential employee records and ensure the effective use of the Council’s HR information system, currently BreatheHR, with appropriate controls, retention arrangements and data quality checks.
· Produce accurate workforce information and reports, including establishment, recruitment, turnover, attendance, equality, training and casework data, highlighting trends, risks and recommended action.
· Provide authorised and timely employee-change information to the Responsible Financial Officer for the purposes of monthly payroll processing, and support the resolution of pay, pension and benefits queries while maintaining appropriate separation of duties.
· Manage HR correspondence, templates, trackers and workflows so that deadlines, review dates and statutory or contractual obligations are met.
· Handle personal data in accordance with UK GDPR, the Data Protection Act 2018, the Council’s policies and the highest standards of professional confidentiality.
General
· Build effective working relationships across all Council services and model the Council’s CARE values and expected standards of conduct.
· Attend Council, committee, panel or other meetings, including occasional evening meetings, as directed by the Town Clerk/CEO.
· Manage the HR work programme within agreed priorities and resources, identifying opportunities for service improvement, efficiency and innovation.
· Maintain continuing professional development and undertake training relevant to the role.
· Comply with all Council policies, including those relating to health and safety, equality, safeguarding, information security, financial regulations and customer care.
· Undertake any other duties reasonably required by the Council that are commensurate with the nature and grade of the post.
Note: This job description outlines the main duties of the post. It is not an exhaustive list and may be reviewed, following consultation, to reflect changing service needs without altering the general character or level of responsibility of the role.
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PERSON SPECIFICATION
People & Human Resources Officer
	Criterion
	Essential
	Desirable
	Assessment

	Qualifications and professional development
	· CIPD Level 5 qualification, or a relevant professional HR qualification or actively working towards it with substantial progressive HR experience.to a similar level.
· Good standard of general education, including English and mathematics.
· Evidence of relevant continuing professional development.
	· Associate or Chartered membership of the CIPD.
· Relevant coaching, mediation, mental health, payroll or employment law training.
	Application / certificates / interview

	HR knowledge
	· Up-to-date working knowledge of UK employment law, ACAS guidance and equality legislation.
· Sound knowledge of employee relations principles, fair procedure and confidentiality.
· Understanding of UK GDPR and data protection requirements for employee information.
	· Knowledge of NJC conditions of service and local government employment practice.
· Knowledge of TUPE, job evaluation and public-sector consultation arrangements.
	Application / interview / exercise

	Relevant experience
	· Broad generalist HR experience, including advising managers.
· Experience of handling employee relations casework such as conduct, grievance, capability, attendance and probation.
· Experience of recruitment, contracts, onboarding and employee-record administration.
· Experience of drafting HR policies, formal correspondence and clear management reports.
	· Experience in a local authority, public, charitable or multi-service organisation.
· Experience supporting committees, formal panels, restructures or organisational change.
· Experience liaising with occupational health, legal advisers or trade unions.
	Application / interview / exercise

	Skills and abilities
	· Able to interpret legislation and policy and turn it into practical, proportionate advice.
· Strong written and verbal communication, including confidence handling sensitive conversations.
· Able to influence, coach and constructively challenge managers while maintaining effective relationships.
· Excellent organisation, accuracy and attention to detail; able to prioritise competing demands and meet deadlines.
· Sound judgement, analytical ability and confidence working independently.
· Competent user of Microsoft 365 and HR information systems; able to produce accurate reports and analyse workforce data.
	· Ability to design or deliver manager training and briefings.
· Experience improving HR systems, workflows or management information.
	Application / interview / exercise

	Personal qualities
	· Trustworthy and discreet, with high professional integrity.
· Approachable, calm, resilient and solutions-focused.
· Fair, impartial and committed to equality, dignity at work and the Council’s CARE values.
· Collaborative and willing to take ownership, while recognising when specialist advice or escalation is required.
	An interest in local government and public service.
	Application / interview / references

	Other requirements
	· Able to attend occasional evening meetings and work flexibly when required.
· Able to travel between Council locations and attend external meetings.
· Willing to undertake a DBS check and other pre-employment checks required for the post.
	Full UK driving licence and access to suitable transport.
	Application / interview / pre-employment checks



TERMS AND CONDITIONS OF EMPLOYMENT
	Post title
	People & Human Resources Officer

	Salary grade
	SCP 29–32, currently £39,862–£42,739 per annum, pro rata for 22.5 hours per week

	Place of employment
	Witney Town Hall, Market Square, with travel to other Council sites and meetings as required

	Hours of work
	22.5 hours per week. Some flexibility will be required, including occasional evening meetings, for which the Council’s relevant arrangements will apply

	Employment status
	Permanent

	Pay period
	Monthly

	Pay arrangements
	Salary will be paid by BACS into a bank or building society account on or before the 25th of each month

	Allowances
	Casual user car mileage at NJC-approved rates, where applicable

	Annual leave
	24 working days, rising to 29 working days after five years’ continuous Local Government Service, plus one extra statutory day at Christmas, and Bank Holidays, all pro rata for part-time hours

	Pre-employment checks
	Any offer will be subject to satisfactory evidence of the right to work in the UK, two satisfactory references (including the present or most recent employer), a satisfactory DBS check and any other checks relevant to the role. The Council reserves the right to arrange an occupational health assessment

	Probation period
	Three months

	Notice period
	One month on either side

	Conditions of service
	Unless specified otherwise, the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service applies

	Pension scheme
	Employees with a contract of three months or more are eligible to join the Local Government Pension Scheme administered on behalf of the Town Council by Oxfordshire County Council. Employee contribution rates are determined by the scheme and assessed in accordance with the Council’s pensions arrangements


Draft: July 2026
image1.jpeg
WITNEY

TOWN COUNCIL





