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	Welcome letter


March 2018 
Dear applicant 

Thank you for your interest in working for Tuntum in the role of Human Resources Officer. 
We are seeking a HR Professional, who shares our mission for improving people’s lives, to lead and develop a stand-alone HR function which supports the needs of our 63 employees.
We are a successful and financially strong organisation with an annual turnover of approximately £8m. We provide affordable homes and services to 11 local authorities

 across Nottinghamshire, Leicestershire and Derbyshire. 
We see ourselves as an ambitious and innovative organisation, with a strong record of performance and delivery which has managed to adapt well to the fast-changing environment of social housing. 

If you believe you have the right qualifications, experience and aptitude to perform this key role within Tuntum, we would like to hear from you. 
To apply please download an application pack and associated documents from our website at www.tuntum.co.uk/about/careers/ 
The closing date for completed applications is: Friday 6 April 2018
First interviews:  Tuesday 17 April 2018.
If you wish to have an informal discussion about the post, please do not hesitate to contact me on 0115 9166071
Yours sincerely,

Richard Renwick
CHIEF EXECUTIVE
	About Tuntum Housing Association


Our mission statement is ‘Quality Homes Quality Services Quality Lives’. Our name comes from the West African Asante language and for us represents the following values: Trustworthiness and integrity; Uniting diverse people and making a difference; New ideas and approaches as an independent organisation; Tenant  and customer driven; Using surpluses to improve lives and communities and Motivated, positive and diligent Board and staff.

We were formed in 1988 as part of a national strategy to register and develop BME led housing associations. We still continue to operate under this category today and as the only BME led housing association in the East Midlands we are active members of BME National, a body which represents over 60 similar organisations.
We own and manage 1350 homes across in 11 local authority areas comprising the cities of Nottingham, Leicester and Derby and the boroughs of Hinckley and Bosworth, Rushcliffe, Erewash, Gedling, Broxtowe, Mansfield, Charnwood and Ashfield. 

As well as homes for people on low incomes, we also provide specialist accommodation and services to older people, refugees, young people, teenaged parents, ex-offenders, and women fleeing domestic violence. 

Our annual turnover is approximately £8m and we have a dynamic housing development programme of approx 50 new homes a year which includes housing for outright sale and shared ownership. We currently employ 63 staff.

In addition to housing we have a long track record of providing non-housing social capital and our most recent achievements in this area have been:

· In partnership with two other local Associations, we established ‘Sound as a Pound’; a project to help individuals to manage their money more effectively.

· We established the Refugee Futures Project which provides services for refugees living in Nottingham, Mansfield and Newark.

· We work in partnership with over 100 volunteers to deliver the highly successful Nottingham Carnival, an event that is a permanent part of the calendar of cultural events held in the city and attracts over 30,000 people annually from all backgrounds.

· We launched the Carnival Heritage Project for which funding has been received from the National Heritage Lottery Fund and which has involved dozens of young people and several schools in pursuing educational and heritage material linked primarily to Nottingham’s BME community. 
· We provide work experience for a number of social work students from local universities.


	Job description – Human Resources Officer


	Accountable to:
	Chief Executive

	Salary 
	£30,166 to £36,576 per annum + benefits.  

	Introduction:

	Tuntum’s aim is to provide a range of excellent housing and related services in order to enhance the lives of customers and communities. The post holder is responsible for the development and delivery of a standalone HR function for the Association.

	Key Responsibilities: 

	· To provide support, advice and guidance on all employment matters, ensuring that advice given is fully compliant with good practice and the prevailing employment law.

· To develop and implement ‘best practice’ HR polices and strategies that support business needs.

· To ensure that absence is accurately recorded, an absence analysis is undertaken on a monthly basis, and that issues are identified and actioned.

· To compile and provide reports on staffing matters as required.

· To manage the disciplinary & grievance procedures, undertaking investigations or supporting others to do so, ensuring that due procedure is followed in a timely manner.

· To support line managers to manage performance and capability concerns.

· To develop and implement effective induction and on-boarding procedures.

· To undertake HR projects and casework as required.

· To promote and develop a range of cost effective employee benefits.

· To manage the recruitment process including the development of accurate and legally compliant job descriptions, drafting and placing advertisements, timely and compliant shortlisting, referencing and interview arrangements.

· To ensure that all new starter checks are completed thoroughly and comply with statutory requirements.

· To draft offers and contracts for new employees and existing staff who require a new contract, ensuring that all information is accurate at all times.

· To oversee and operationally manage maternity, paternity, and all family friendly policy arrangements in accordance with current procedures and the legal framework.

· To review, develop and operationally manage all HR policies and practices, guiding managers and staff as required.

· To manage fixed term contracts, ensuring compliance with the Fixed Term Workers Regulations.

· To provide advice on restructures on an individual and collective basis as required. 

· To develop and implement practical initiatives designed to actively promote equality and diversity.

· To ensure that probationary reviews are completed to timescale with appropriate follow up action taken. 

· To maintain accurate records for all members of staff, ensuring that hard copy and electronic information complies with Data Protection Regulations.

· To liaise with payroll to ensure that salary information is accurate at all times.

· To oversee annual leave arrangements and compliance.
Notes:

This document is an overview of the role. The responsibilities will include but will not be limited to those listed above and it is anticipated that the role will evolve over time and as such the duties may change. This document does not form part of the contract of employment. In addition, the role requires that some duties may occasionally need to be performed outside normal working hours.



	Person specification



	Qualifications and training

	1
	CIPD qualified to at least Level 5
	E
	(
	

	2
	Educated to at least degree level.
	E
	(
	

	Experience

	3
	Experience of managing and developing a HR function
	E
	(
	(

	4
	Experience of undertaking and managing casework
	E
	(
	(

	5
	Experience of developing and implementing HR policies and strategies.
	E
	(
	(

	6
	Experience of dealing with a wide range of people management issues.
	E
	(
	(

	7
	Experience of working in an Housing Association environment / similar
	D
	(
	

	8
	Experienced user of MS office and HR information Systems entailing analysis and data reporting
	E
	(
	(

	Knowledge and understanding

	9
	Excellent knowledge of employment law
	E
	(
	(

	10
	Knowledge of safer recruitment practices and statutory requirements  in respect of the employment of staff
	E
	(
	

	Skills and abilities

	13
	Ability to prioritise and manage a diverse workload
	E
	
	(

	14
	Skilled in evaluating options and making sound decisions
	E
	
	(

	15
	Clear and accurate written skills
	E
	(
	

	16
	Professional and persuasive verbal communication skills 
	E
	
	(

	17
	Numerate with an eye for detail
	E
	(
	(

	Personal attributes

	18
	Resilient, credible, and able to influence people outside of your sphere of responsibility.
	E
	(
	(

	19
	Committed to equality and diversity in employment and service delivery
	E
	(
	

	20
	Committed to going the extra mile to deliver an exceptional service
	E
	(
	(

	21
	Self managing, organised and able to operate effectively in a standalone role
	E
	(
	(

	22
	Trustworthy, has integrity and operates in an ethical way
	E
	(
	(


E: Essential

D: Desirable

A: Assessed at shortlist

I:  Assessed at interview

	Principle terms and conditions


1. Position
Human Resources Officer
2. Remuneration
The remuneration for this post is £30,166 to £36,576 per annum.
3. Additional benefits

A defined contribution pension scheme.
The Association pays for Level One coverage of a health plan scheme operated by Westfield Health. Employees, at their own expense, can upgrade their membership and provide cover for their immediate family.
Gym membership subsidy worth £15/mont.

4. Annual leave

Exclusive of statutory day’s holiday, in the first year the post offers 22 days paid holiday. Holiday rises by one day for each completed years’ service up to a maximum of 30 days per year. 

5. Probation

The probation period for the role is six months. During this period, the    Association will pay particular attention to work performance and attendance.

6. Working hours

37 hours per week. The Association operates a flexible working hour’s scheme. However, the post holder will be expected to attend occasional meetings outside of the normal office hours as and when required.

7. Location

The post holder will be based at the head office at 90 Beech Avenue, New Basford, Nottingham, NG7 7LW. 
	The advertisement


Human Resources Officer

£30,166 to £36,576 per annum + benefits
We are a BME (Black and Minority Ethnic) led independent housing association in Nottingham with over 1350 homes across the East Midlands. We meet a range of housing needs and deliver a number of non-housing activities.
We are seeking a HR Professional, who shares our mission for improving people’s lives, to lead and develop a stand-alone HR function which supports the needs of our 63 employees.

You will have up to date and practical knowledge of employment law and HR practice coupled with the experience and confidence to make sound decisions in order to effectively lead and develop all aspects of our HR function.
To secure this role you must be CIPD qualified to at least level 5 and be able to offer demonstrable experience of working in a generalist HR role. Experience of the Housing Association sector can be an advantage, but applicants with a track record of success in other sectors, are strongly encouraged to apply.

Join us and become part of a friendly, sociable team that really enjoy their work. You’ll benefit from training opportunities that help you achieve your individual career goals and most important of all you will be making a genuine difference to your local community.
For further information and an application pack please visit our website at www.tuntum.co.uk
The closing date for completed applications is: Noon Friday 6 April 2018 Interview date: Tuesday 17 April 2018
Completed application forms should be emailed to anita.davies@in2people.co.uk. No agencies please.
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