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HR Officer – maternity cover  

 
 

Reports to   CEO (pending appointment of Chief Operating Officer) 
Hours 37.5 hours 
Salary             £27,500 – 30,500pa dependent on experience 
Contract   Fixed term maternity cover until December 2018 
Location        Bristol 
Benefit               A generous package including 25 days holiday a year and public holidays, 

employee pension scheme with up to 4% employer contribution, childcare 
voucher scheme, cycle to work scheme 

 
 

About Safelives 
 

We are SafeLives, a national charity dedicated to ending domestic abuse, for good. We combine insight 
from services, survivors and statistics to support people to become safe, well and rebuild their lives. 
Since 2005, SafeLives has worked with organisations across the country to transform the response to 
domestic abuse, with over 60,000 victims at highest risk of murder or serious harm now receiving co-
ordinated support annually. 

No one should live in fear. It is not acceptable, not inevitable, and together – we can make it stop.  

Every year, two million people experience domestic abuse. There are 100,000 people at risk of being 
murdered or seriously harmed; 130,000 children live in those households. For every person being 
abused, there is someone else responsible for that abuse: the perpetrator. And all too often, children 
are in the home and living with the impact. 

Domestic abuse affects us all; it thrives on being hidden behind closed doors. We must make it 
everybody’s business. 

 

Role summary 
 
The successful postholder will be responsible for providing high quality HR support at SafeLives in 
conjunction with an HR administrator.  The HR Officer will oversee the smooth running of key HR 
operations and you will be instrumental in building a culture amongst our employees that reflects our 
values through the provision of excellent HR support. 

You will provide and develop a range of comprehensive and customer orientated human resources 
services which support the implementation of SafeLives’ human resources strategy. There will be a 
strong focus on supporting the embedding and development of our culture and behaviours; employee 
recognition and performance measurement/management; learning and development and developing 
management and leadership capability across the organisation.  

You will be the lead operational HR professional, supported by the COO on strategic matters and a full-
time HR Administrator on transactional matters. The successful postholder will also have access to an 
external legal and HR consultancy support when needed.   
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Key duties and responsibilities of the role  
 

 
1. Oversee smooth running of key HR operations and deliver business focused, generalist HR 

support and advice to the full SafeLives team.  
2. To live and promote the SafeLives culture and values by reflecting these in all HR work and 

behaviours 
3. Advise managers on management practice and ensure managerial compliance with policies and 

procedures; 
4. Be the first point of contact for all complex employment related queries from staff and 

Managers, resolving them where applicable and escalating to the COO as and when appropriate 
5. Line manage the HR Administrator role, ensuring they are well equipped to deliver their role 

and support the wider HR/Central team and colleagues to get the right information and 
response in a timely manner. 

6. To be responsible for overseeing the recruitment process including liaison with Line Managers 
to review job design, to ensure compliance with competency framework, to advise managers in 
selection process and coordinate with the HR Administrator on campaigns. 

7. Oversee implementation of an organisation Learning and Development plan and to devise and 
deliver training on HR topics to Line Managers and employees. 

8. To support the implementation and development of the Reward & Recognition strategy, 
working closely with  the COO and wider teams to identify and deliver meaningful opportunities 
to recognise achievement and high quality performance or delivery   

9. To support the implementation of the performance management policy, in particular overseeing 
the appraisal process, ensuring they are conducted consistently, offering training, support and 
guidance as required,  ensuring continuous improvement, 

10. Manage starter and leaver process ( DBS checks, Occ Health referrals, inductions and exit 
interviews) and analysing information received, 

11. Work with a dispersed workforce to ensure high levels of engagement  and identify and 
address issues and solutions related to employee engagement   

12. Research, review and advise on policies and paperwork, ensure they are up to date and 
appropriate; 

13. Liaise with external HR consultancies or legal advisors to ensure the organisation receives 
appropriate advice and support and coordinate actions arising. 

14. Oversee the management of the contractual paperwork processes and ensure that  all required 
documentation or authorisations are issued obtained and that these are stored accurately and 
centrally, 

15. Review and develop management information as required. 
16. Advise and provide support for disciplinary/competency processes,  
17. Project work and other HR support as required with particular focus on continuous 

improvement of the HR service provided. 
18. Any other duties commensurate with the general level of the role and as directed by SafeLives. 

 

 

Person Specification 
 
SafeLives values are bravery, humanity and rigour. You will need to be able to work to these values as 
part of the team.  

 
Qualifications 

 

CIPD qualified to level 5 or equivalent 
 

Experience:  
1. Proven ability to deal with the full range of generalist HR issues, in particular reward and recognition, 
learning and development, performance management, recruitment and employee relations 
2. Experience of working at Advisor or equivalent level  
3. Confident dealing with range of internal and external senior stakeholders.  
4. A calm, organised and logical approach to work.  
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5. A true generalist background, with a proven track record of delivering effective change initiatives and 
implementing innovative solutions.  
6. Strong working knowledge of employment law issues and the ability to apply these to a variety of 
situations using a pragmatic and common sense approach.  
7. Experience of working to a budget.   

8. Experience of working in the not for profit/charity sector is advantageous as is experience of working 
with a dispersed workforce.  
 
 

Skills: 
  

  
1. Able to problem solve both operational and strategic issues through a pragmatic and 

commercially sound approach. 
2. A demonstrated ability to handle complex issues and changing demands.   
3. Proven ability to maintain confidentiality and be discreet at all times.  
4. Excellent interpersonal and communication, skills both verbal and written. 
5. Excellent time management and organisational skills including the ability to prioritise work and 

meet tight deadlines. 
6. Ability to work well under pressure, while retaining focus and composure.  
7. Pro-active and able to use their initiative and judgement in dealing with staff and outside 

contacts without direct supervision. 
8. Proficient in MS Packages i.e. Word, Excel, PowerPoint etc.  
 
 
 

  


