
         

 
 
  
   

HR OFFICER 
LDHQ, Westminster SW1P 

 
Salary: £22,000 - £26,000 p.a. 

& employer’s pension contribution 
 

  
 
JOB SPECIFICATION 
 
Job Title:  HR Officer 
 
Responsible to: Head of HR and Compliance 
 
Salary: £22,000 - £26,000 per annum  
 
Benefit: 8% Employer’s Pension Contribution  
 
Tenure:  Permanent 
 
Hours: Full time 37.5 hours per week 
 
Location:  Lib Dems Headquarters, Westminster, London SW1P  
 
Purpose of job 

HR Administrator provides general administrative support ensuring administrative support 

is executed to a high standard, dealing with queries professionally and effectively whilst 

promoting a welcoming and friendly environment. 

 

Background 

This is an exciting time to join the Liberal Democrats and to be working in British politics. 

We had our best result ever in the European parliamentary elections, electing 16 MEPs and 

garnering a 20% national vote share; we also achieved a record-breaking result in the May 

2019 local elections, gaining over 700 new councillors across England. Our Exit from Brexit 

campaign has been a major force in mobilising public opinion in favour of a People’s Vote; 

our party membership is at an all-time high of 100,000; and we are in the midst of electing 

a new Leader who will take the Party forward and further build on the growth and success 

we have achieved. We are also preparing for a People’s Vote or a general election [or both] 

which could take place later this year or in early 2020. 

 



Key Responsibilities 

 
 General  
1. Assist proactively in the day to day administration of the HR area and the Head of HR and 
research new initiatives/ideas.  

2. Manage the starter and leaver process including exit interviews, background checks and 
references enquiries  

3. Manage the maternity & paternity processes  

4. Answer staff queries, managing the HR inbox  

5. Keep updated our HR systems and employees HR files  

6. Manage the system for booking/recording holidays/time in lieu and sickness absence  

7. Facilitate a positive and collaborative working relationship with the HR system, Payroll 
and Pension external agencies.  

8. Issue employment internal documents to ensure all starters/leavers/changes are 
processed promptly and accurately each payroll period.  

9. Manage Child voucher system  

10. Liaison with the pension contractor and ensure regular quarterly meetings in house are 
arranged  

11. Carrying out other reasonable duties as directed by the Head of HR & Compliance.  
 
Payroll  
12 Keep updated the payroll information and ensure that the information to the Payroll 
agency is processed accurately and in time, and liaison with Finance during this process.  

13 Keep updated remuneration files both in HR systems and file  
 
Staff Training  
14 Coordinate and deliver induction programme to new starters.  

15 Coordinate the production of training materials for in-house courses and room’s 
preparation  

16 Evaluation of the training reports  
17 Booking external training courses  

18 Ensure that statutory training requirements are met  

19 Keep updated and organised HR trainings files and records  
 
Staff Recruitment  
20 Prepare all internal documents for recruiting, hiring and change of contract, providing all 
necessary general administrative support required  

21 Recruitment administration process, including but not limited to:  
a. Obtaining appropriate authorization.  

b. Developing and updating job descriptions and employee specifications.  

c. Adverting  

d. Contacts with candidates  

e. Conducting pre-employment checks  

f. Maintaining adequate records of recruitment activity in accordance with GDPR 
requirements  

 
Performance Management  
22 Administering and coordinating probation reviews/appraisals  

23 Running regular reports on appraisals due or outstanding.  

24 Liaising with line managers to ensure meetings are booked in and HR records are 
updated  
 
 



         

Disciplinary administrative support 
25 To provide administrative support: Disciplinary Case management software 

 

 
PERSON SPECIFICATION 

We are looking for an entrepreneurial, motivated and highly organised individual who will 

thrive in an externally-facing role and a fast-paced work environment. 

 

Essential Skills and Experience 

1. At least 1 year of experience in Human Resources 

2. Excellent communication and interpersonal skills with people of all levels 

3. Passionate about creating an excellent employee experience. Friendly, enthusiastic, 

approachable manner, passionate about people 

4. Great attention to detail with the flexibility to manage multiple tasks simultaneously 

5. Effective organisation and prioritising skills and excellent administrative skills 

6. Be a strong team player with a flexible, pragmatic and collaborative approach to work 

7. Possess a high level of confidentiality and professionalism handling sensitive data 

8. Enthusiastic, pro-active, self-motivated and an idea generator – not satisfied with 

maintaining the status quo 

9. Excellent I.T skills  

10. Excellent writing skills and experience in drafting materials and communications  

11. Sympathy with the aims and values of the Liberal Democrats. 

 

Desirable Skills and Experience 

1. CIPD/Human Resources management qualifications are desirable but not 
essential. 

2. Knowledge of Employment Law especially Discrimination / Disability, HR policies 
and procedures 

3. Experience with HR software, like Cezanne or similar 

 
APPLICATION PROCEDURE 
For questions and further details, and to submit an application, please contact:  
hr@libdems.org.uk attaching:  
 

1) A copy of your CV; including complete work history 
2) A Covering Letter; no more than 2 pages of A4 in length, indicating clearly how your 

experience and skills meet the criteria stated in the job and person specification. 
Please also write your name on top of your supporting statement.    

 
 
Closing date:  Thursday 4th  July 2019, Midday 
Interviews will be conducted w/c 8th July 
 
 
Please note:  We will not be able to employ you if you are not eligible to work in the UK. We 
will not be able to obtain a work permit on your behalf. 

Applicants are encouraged to inform us if any reasonable adjustments are needed to be 
made during any part of the recruitment process. 

mailto:hr@libdems.org.uk


Please let us have details of your current salary and two referees including one from your 
current employer – if you would prefer us not to contact them until a later stage of the 
selection process, please let us know. 

We will notify all applicants when the process is complete. 

The Liberal Democrats are equal opportunity employers and particularly welcome 
applications from groups who are currently under-represented in our staff. 

 

 
 


