


[image: ]Job Description
National Theatre
Upper Ground, South Bank
London SE1 9PX
Tel +44(0)20 7452 3333
www.nationaltheatre.org.uk 
recruitment@nationaltheatre.org.uk 

Job Title:		HR Officer

Responsible To:	Deputy Director of HR 


The National Theatre
The National Theatre is dedicated to making the very best theatre and sharing it with as many people as possible.

We stage up to 30 productions at our South Bank home each year, ranging from re-imagined classics – such as Greek tragedy and Shakespeare – to modern masterpieces and new work by contemporary writers and theatre-makers. The work we make strives to be as open, as diverse, as collaborative and as national as possible. We want to inspire artists and audiences to think in new ways, to constantly re-imagine the act of making theatre. Much of that new work is researched and developed at the NT Studio: we are committed to nurturing innovative work from new writers, directors, creative artists and performers.

The National’s work is also seen on tour throughout the UK and internationally, and in collaborations and co-productions with regional theatres. Popular shows transfer to the West End and occasionally to Broadway; and through the National Theatre Live programme we broadcast to 2,000 cinemas in 52 countries around the world. Our extensive Learning programme offers talks, events and workshops for people of all ages in the new Clore Learning Centre, and reaches nationwide through programmes such as Connections, our annual festival of new plays for schools and youth theatres. National Theatre: On Demand In Schools offers six acclaimed, curriculum-linked productions free to stream on demand in every secondary school in the country. Online, you’ll find a rich variety of innovative digital content on every aspect of theatre.

We do all we can to keep ticket prices affordable and to reach a wide audience, and use our public funding to maintain artistic risk-taking, accessibility and diversity. Whether you’ve been to the National many times or are making your first visit, we hope you will be entertained, challenged or inspired. 

HR Team
The HR team look after c. 1,200 National Theatre staff. We provide advice and support to all staff, line managers and senior management on: staff policies; terms and conditions of employment; recruitment; performance management; staff engagement; employment law; diversity and inclusion; negotiating with trade unions; discipline, grievance, capability and sickness absence; and training and career development. We pride ourselves on providing a customer-focused, flexible and supportive HR service to the NT. 

Purpose of the Job
To provide an effective, efficient and professional HR service to the National Theatre; providing generalist first-line support and guidance to staff and managers to enable the organisation to meet its objectives.


Duties and Responsibilities
· To advise staff and managers on terms and conditions of employment, policies and procedures as outlined in the Staff Handbook, and on day-to-day HR issues.

· To assist and advise on recruitment and selection including: developing a range of approaches, advising on the compilation of job descriptions, liaising and negotiating with recruitment agencies on terms and conditions, longlisting and shortlisting candidates for interview as required, participating in interviews and compiling feedback for candidates. 

· To review and evaluate all recruitment campaigns; running reports on REACH to monitor the diversity statistics of each campaign and which advertising sources have been most beneficial and cost-effective.

· To co-ordinate the National’s new starter Buddy Scheme including matching new starters up with buddies, promoting and evaluating the scheme. 

· To assist with the absence management process including: recording all absences on the HR database, producing monthly reports detailing absence rates at the organisation, identifying trigger points and alerting the relevant HR Lead to any issues in their designated departments, and attending absence review meetings as required.

· To administrate and co-ordinate the National’s pension schemes including leading on responding to pensions queries and updating relevant pensions documentation in line with best practice and legislation. 

· To develop recurring or ad-hoc reports from the HR database to ensure a high standard of HR management information is available to the organisation. This will include preparing recruitment summaries after each vacancy, diversity monitoring reports, monthly HR KPIs, and other reports as required by senior members of the HR team.

· To be responsible for the HR content on the NT website and Staff Intranet, including ensuring all information is up-to-date and that all information is available. 

· To undertake exit interviews with staff leaving the National and to support the HR Advisors in managing the NT’s Glassdoor website page. 

· To co-ordinate Access to Work assessments under the guidance of the relevant HR Advisor, and to organise the implementation of the recommended reasonable adjustments in a timely and effective manner. 

· To oversee the co-ordination of the probationary period review and appraisal processes including checking probation reviews and appraisals for performance management and training and development needs, and highlighting these to the relevant HR Lead. 

· To assist with disciplinary and grievance processes as required including: organising meetings, preparing letters and documentation, taking notes at formal meetings and typing up audio files as required.

· To liaise with employees regarding maternity, paternity and other types of leave, preparing and co-ordinating all letters and documentation around these processes. 

· To champion wellness and engagement at the NT by supporting organisational and departmental initiatives and co-ordinating the internal programme of events.

· To organise HR engagement and diversity events as and when required including co-ordinating speakers and facilitators, booking event spaces, arranging AV support and room set-up requirements, promoting the events, providing set-up and take-down support on the day, and preparing any resources necessary for the event e.g. leaflets. 

· To undertake any project work as required. 

· To undertake any other duties commensurate with the level of the post as required.

· To co-ordinate the NT’s Reward and Benefits Scheme, e.g. administrating the Cycle Scheme, and updating and researching new benefit providers or initiatives as required. 


Person Specification
Essential 
· Previous experience in an HR role, ideally at HR Officer level. 

· Excellent communication skills, both written and verbal.

· Strong interpersonal skills and the ability to build relationships with staff at all levels.

· Experience of using an HR database to analyse information and produce reports, along with the ability to present reports in a clear, digestible format.

· Good computer skills, with a sound knowledge of Word, Excel and Outlook.

· Fast-paced with the ability to prioritise, plan and organise workload whilst remaining positive and flexible.

· An understanding of employment law and HR best practice.

· Able to work under guidance with strong team-working skills, coupled with the ability to use initiative and be self-motivated.

· Excellent attention to detail with the ability to proof-read and correct own work.

· An understanding of the importance of confidentiality, tact and discretion.


Desirable

· CIPD qualified or able to demonstrate equivalent professional development.


Outline of Terms and Conditions
Contract Type:	Permanent
Hours: 	35 hours per week, although additional hours may be necessary in order to fulfil the post’s requirements
Salary:  	£28,000 per annum paid monthly on the 15th of each month
Location:	National Theatre, Upper Ground, South Bank, London, SE1 9PX 
Annual Leave: 	28 days in the first year, pro rata, including bank holidays, increasing with length of service thereafter
Probationary Period:		3 months
Notice Period:                    	3 months (1 month during probationary period)
Pension:                                	The National Theatre operates a Stakeholder Pension scheme with Legal & General. If you wish to become a member, you may opt to contribute 4.5%, 6% or 7.5% of basic pay and the National will make a matching contribution. The National also operates an alternative pension scheme with NEST
Other Benefits 
· Complimentary tickets for performances, subject to availability and the National’s staff ticket policy
· Complimentary tickets for platforms, subject to availability and policy
· Interest-free season ticket loan, cycle-scheme and childcare vouchers
· Staff canteen and bar
· Discount on meals in all of the National’s bars and restaurants 
· Discount on the books, play texts, DVDs and other items in the National’s bookshop 

Appointment Procedure
Please note that applications can only be considered if they are submitted through the National’s Online Recruitment System, and returned by the closing date.
To apply for this vacancy please follow the link: https://candidate.nationaltheatre.org.uk/76566RNT 
The closing date for the receipt of completed application forms is: 12:00 noon, Monday 13th August 2018.
For any queries, please contact the HR Department by emailing: recruitment@nationaltheatre.org.uk 

The National Theatre is committed to being an equal opportunities employer. We encourage applications from all sections of the community and in particular those which are currently under-represented at the NT including BAME & disabled candidates.
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