
 
 

Human Resources & Wellbeing Officer (People Management)  
 

Role title: HR & Wellbeing Officer 
  
 

Reporting to: Deputy VC (Education) 
 
Hours: 28-35 hours per week, 0.8 – 1.0 FTE 
 Flexible working - up to 60% of contracted time per week can be worked from home 
 
Salary: £28,331 - £31,865 per annum, pro rata 
 
 

 

OVERVIEW 

 

The HR & Wellbeing Officer will ensure the provision of an effective HR service in their area, and ensure 
good practice across the institution, working with colleagues to further develop the UCO HR Strategy.   

The role will include staff induction, training & development, grading and remuneration, disciplinary and 
capability, managing changes including in relation to diversity and providing advice to managers. 

The HR & Wellbeing Officer will be able to work collaboratively as well as working proactively and 
independently, and you will have relevant HR experience and a demonstrable understanding of the 
importance of effective HR management in an academic environment. They will have outstanding 
organisational, communication and reporting skills and will demonstrate the ability to deal with confidential 
matters with tact and sensitivity.  

The HR & Wellbeing Officer will be expected to acquire a thorough understanding of the UCO’s policies 
and procedures, and to interpret and share these effectively within the UCO.  

The HR & Wellbeing Officer will work collaboratively with all colleagues across the UCO. 
 

ROLE DESCRIPTION 
 
Roles and Responsibilities 
 

1. Deliver an effective HR service to the UCO, including training and development, performance, reward 
and recognition, monitoring leave (including sabbatical and family leave) and sickness absence. 
 

2. Be a first point of contact and provide specialist advice and guidance to UCO managers and staff on 
all aspects of people management and employment such as performance management, absence and 
employee well-being, family leave, disciplinary and grievance, and immigration issues. 
 

3. Manage probation periods for new staff, monitor probation reviews, and monitor Personal 
Development Reviews (PDR) across the UCO. 
 

4. Support managers and staff in managing change within the UCO, providing advice to help develop 
staff and teams, drafting new procedures as relevant and handling individual employee relations 
cases when needed, ensuring compliance with UCO policy. 
 

5. Attend the Equality, Diversity and Inclusion Committee and play a key role in the management of 
change in this area. 
 

6. Contribute to, the development of a programme of continual professional and personal development 
training for staff. 
 



 
 

7. Develop and Support UCO initiatives, projects and priorities. 
 

8. Monitor legislative policy developments (including attending appropriate briefing or training 
sessions), including in relation to data protection and GDPR, and make relevant recommendations 
to inform the strategic planning of the UCO, communicating clearly on key HR policy changes, using 
the intranet or briefings to staff as appropriate, and implementing relevant new procedures and 
policies. 
 

9. Be involved in  the development and review of appropriate operational HR procedures, processes 
and policies, ensuring processes are efficient, fit for purpose and compliant. 
 

10. Manage HR projects and initiatives in your area, contributing to the UCO’s strategic activity, working 
collaboratively with management team colleagues as appropriate. 
 

11. Other tasks required that are commensurate with the role. 

SELECTION CRITERIA 
 
Essential 

• Educated to degree level or equivalent  

• HR experience 

• Qualified to CIPD graduate level or above, or have equivalent experience  

• Thorough and up-to-date knowledge of employment law allied with a keen awareness of the wider 
implications of specific HR matters in an academic environment context.  

• Demonstrable sound judgement in HR matters, with the ability to evaluate risks and provide confidential 
HR advice that is prompt, persuasive, and effective  

• Experience of providing effective guidance to managers, enabling them to develop their staff 
management skills and deal with complex HR issues  

• Ability to deal with confidential information with tact and discretion, with a practical understanding of the 
principles of data protection and information security guidelines, and an ability to engage with new data 
regulations as they arise  

• Excellent IT skills, including ability to use HR information systems (iTrent) and spreadsheets (e.g., Excel) 
to analyse data and efficiently produce clear and informative management reports  

• Excellent organisational skills, with the ability to manage a complex and varied workload and prioritise 
as needed  

• Excellent attention to detail  

• Strong communication skills including the ability to influence and persuade managers both verbally and 
in writing  

• Collaborative approach, with the ability to develop professional and effective working relationships with 
professional and academic staff across the UCO 

• Experience of effective line management  

• Committed to advancing diversity and inclusion 

Desirable 

• HR experience within the Higher Education sector  

• Experience of delivering HR briefing/training sessions  

 

 

 

 

 


