
 

 
Job pack - Human Resources Officer 

 
 

Thank you for your interest in working at Citizens Advice Lewisham. This 
job pack should give you everything you need to know to apply for this role 

and what it means to work at Citizens Advice Lewisham.   
 

In this pack you’ll find: 

 

● The role profile and personal specification 
● An overview of Citizens Advice Lewisham 

 
 

Want to chat about this role? 

If you want to chat about the role further, you can contact us by emailing  
jobs@citizensadvicelewisham.org.uk  

  

mailto:jobs@citizensadvicelewisham.org.uk
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Job Description – Human Resources Officer (Part-Time – 0.7 FTE) 

 

Supervision:   Reports to CEO 

Responsible For: The management of all HR related activities for the 

organisation. 

Hours: 25.5 hour per week, typically between 8.45am - 5.15pm  

Salary: £32-36k pa, pro-rata (Part-time) 

Contract: Permanent 

Base: At Leemore Hub in Lewisham, but maybe required to work anywhere 

within the CAL service, with some homeworking 

 

 

 

 

Role purpose 

 
The successful post holder will support & assist management with all HR 

related matters, including: 
● Recruitment  

● Developing and implementing a consistent HR structure  
● Updating HR policies 

● Overseeing appraisal processes 
● Organising training for staff and overseeing training needs analysis 

● Support to managers and staff on good practice 
● Managing sickness      

● Strategic HR projects and development (e.g. restructuring, 
redeployment, TUPE). 

● Support to more complex HR issues including disciplinary and 
grievance hearings 

      

 
Support to the HR Officer is available through: 

● a shared Admin Officer who will help with e.g. recruitment 
administration, HR filing, starter & leaver processes; 

● an external helpline. 
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You should be CIPD qualified, or if working towards, resources can 

be negotiated to complete your studies. 
 

 
Main responsibilities:  

 
● Recruitment and induction, preparation of recruitment materials, 

advertising vacancies, making interview arrangements, issuing 

contracts of employment, completing ID and right to work checks 

● Reporting HR matters and staffing issues to the People Sub 

Committee of the Trustee Board 

● Maintaining (with admin support) the management information 

system for staff details, currently Breathe HR and any other HR 

records  

● Arranging and attending disciplinary and grievance hearings  

● Providing information for payroll – sickness, new starters, leaver and 

any other changes 

● First point of contact for staff if they have HR queries 

● Keeping HR policies up to date and alerting trustees and management 

team when other policies need to be reviewed 

● Point of contact for union issues 

● Complete new starter forms and leaver forms to ensure provision and 

return of equipment 

● With an admin officer, monitoring Recruitment mailbox 

● Arrange for staff training and make arrangements for any training 

needs analysis – working in particular with the Volunteering Manager 

● Recording compliance training on the system Breathe HR 

● Assist with the Leadership Self-Assessment annual audit 

● Promote equality & diversity and dignity at work as part of the culture 

of the organisation. 
● Develop strategies to improve absence overall 

● Deliver training to managers and staff on HR related topics 
● Provide first line advice on current and existing benefits for 

employees and managers 
● Produce documents, briefing papers, reports and presentations 

needed. 
● Manage and maintain contracts, personnel files and other employee 

information 
● Keep records of CPD points and training required for competency 

based roles.      

● Work with SMT to monitor staff and volunteer satisfaction 
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Learning and Development  

● Keep up to date with latest guidance and information from ACAS, 

Citizens Advice nationally and CIPD to ensure organisational 
compliance and good governance 

● Identify and attend appropriate CIPD employment law updates and 
training as necessary 

 
Other duties and responsibilities 

 
● Promote the aims, policies, and membership requirements of the 

Citizens Advice service.  
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 Person specification - HR Officer (Part-time) 
 

All are essential and to be assessed by application form and interview 

except marked as desirable* 

 

 HR  Officer Competencies 

1. Minimum of CIPD Level 5 coupled with CIPD Accreditation (or working 

towards). 

2. A proven track record of providing HR advice in a similar sector to CAL 

3. Experience of managing/advising on complex HR employee relations – 

e.g. disputes, redundancy, redeployment, TUPE.  

4. Exceptional organisational and communication skills are required. 

5. Solid knowledge of employment legislation and its application. 

6.  Strong numeracy and IT skills. 

7. Ability to create business documents to a very high standard 

8. Experience of reviewing policies and procedures. 

9. Proactive team player with strong customer service and problem-solving 

skills. 

10. Experienced in developing and supporting line managers through 

change. 

11. An ability to maintain confidentiality and act with discretion and 

diplomacy. 

12. Self-motivated and able to work under own autonomy or as part of a 
team. 
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 What you should know about us  
 

Citizens Advice Lewisham (CAL) has been a vital resource for the residents 

of the London Borough of Lewisham for over 80 years. We are a registered 

charity affiliated to national Citizens Advice, offering the people of 

Lewisham, especially the most vulnerable, the advice and support they 

need on a range of issues including Benefits, Debt, Housing, Employment, 

Consumer and Immigration via our Freephone Advice Line, online Self-help 

portal and digital channels, and Face-to-Face appointments. 

With a dedicated team of approximately 60 paid staff and volunteers, we 

are committed to providing an open and accessible service for all, but we 

are especially concerned for the most vulnerable. We use the experiences 

of our clients to improve our service delivery and influence how local and 

national policies and procedures are developed and implemented; and 

campaign for positive changes to help clients.  

We frequently collaborate with other like-minded organisations and 

agencies within the borough to deliver services and one of the key 

partnerships headed by CAL is the Advice Lewisham Partnership. 

Funded by Lewisham Council, it brings together the organisations Lewisham 

Multi-Lingual Advice Service (LMLAS), Community Advice Works, Age UK 

Lewisham & Southwark (AUKLS) and Lewisham Refugee & Migrant Network 

(LRMN) to deliver multilingual support and referrals to food banks, debt and 

where relevant, intensive casework via the Freephone Advice Line. We also 

worked with Southwark Law Centre to establish the Lewisham Law Centre 

(LLC) in November 2020 to provide Housing Legal Aid and immigration 

advice for families with no recourse to public funds.   

CAL is a recipient of the Advice Quality Standard (AQS), the only charity 

sector-owned, independently audited standard that focuses on advice 

(owned by the Advice Services Alliance and awarded to organisations that 

give advice to members of the public on legal issues) and is also accredited 

for Benefits Casework.  
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  Our Reach 

Within the 2020-21 financial year, we: 

● Provided information and advice services to over 24,000 Lewisham 

residents 

● Generated over £5 million in financial outcomes for our clients 

● Achieved an average wait time of 3 minutes on all calls 

● 60% of our clients identified as BAMER, 45% disabled or with long 

term conditions and one in five already over-indebted 

● Achieved a 100% satisfaction rating from our clients 

 

 

We are Supported 
 

The Advice Lewisham Partnership is funded by Lewisham Council. We also 

receive funding and support from other Council and NHS funding streams, 
Debt Free London (led by Toynbee Hall), Trust For London, London & 

Quadrant Housing Association, Department of Works and Pensions (DWP), 
Phoenix Housing Association.  
 
 
 
 

 
 

Our Borough 
 

Lewisham is a vibrant and multicultural society, and it is also the 
sixth most populous borough in Inner London and the 14th most populous 

in London with a forecasted population of 318,000 by the time of the 2021 
Census. This diverse community is home to more than 75 different 

nationalities and is the 15th most ethnically diverse local authority in 
England. Two out of every five residents are from a black and minority 

ethnic background. The largest BAME groups are Black African and Black 
Caribbean: Black ethnic groups are estimated to comprise 30% of the total 

population of Lewisham. 
 

Lewisham is also ranked as one of the most deprived districts in England 

according to the Department of Environment index of local conditions.  
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The borough covers an area of 18 square miles. The boundaries run from 

the River Thames in the north, through inner city landscapes to leafy 
southern suburbs. Central London is a 15-minute train journey and there 

are 38 bus routes which serve the borough. The Docklands Light Railway 
links the borough with Canary Wharf and the Overground line links the 

borough with the London tube network.  
 

 
CAL is located in the northeast of the borough at the Leemore Centre, very 

close to Lewisham town centre. 
 
 
 
 
 

Useful Links 
 
Citizens Advice Lewisham - https://citizensadvicelewisham.org.uk/ 
Citizens Advice Lewisham Twitter - https://twitter.com/CitA_Lewisham 
Advice Lewisham - https://www.advicelewisham.org.uk/ 

 

 

https://citizensadvicelewisham.org.uk/
https://twitter.com/CitA_Lewisham
https://www.advicelewisham.org.uk/
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 Our Structure 
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