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DLDC - Job Description

	 Job Title:
	Human Resource (HR) Officer

	Reporting To:
	Head of Operations 

	Employer:
	Donegal Local Development CLG (DLDC)

	Main Purpose of Role:
	The HR Officer will play a central and key role within Donegal Local Development CLG (DLDC) in the planning, implementation and administration of the HR and Health and Safety in the Company.  

	SALARY:
	The salary will be commensurate with experience and qualifications

	Conditions of Work:
	· The HR Officer will be required to work 35.0  hours per week

· This is a Permanent contract, subject to continued funding

· A probationary period of at least six months will apply.

· Main base will be Letterkenny.
· Hybrid working optional.

	Main Duties



	1
	Management of the HR and Health and Safety Functions

· Develop and implement HR and Health and Safety initiatives aligned with the overall company strategy and ensure all Staff are clear on the policies and practice guidelines relevant to their work, ensuring overall company compliance with employment law and legislation. 
· Support current and future business needs through the development, engagement, motivation and retention of Staff 

· Manage recruitment and selection processes within DLDC and deliver induction programmes for Staff recruited 
· Provide HR supports on advice, reviews, grievances or other issues as they arise

· Oversee a Performance Appraisal System that drives high performance
· Management and oversight of Staff Time Management Systems
· Management and filing of personnel records for all Staff
· Support line managers in assessing training needs and rolling out both company-wide and specific training programs

· Report to management and provide decision support through HR metrics



	2
	Provision of HR support to Staff
· Ensure that all team members are clear about the appropriate policies and practice guidelines relevant to the work. Staff are provided with relevant directives and recommendations from the CEO and the Board of Management.

· Bridge management and employee relations in conjunction with the Head of Operations by nurturing a positive working environment by providing supports, addressing concerns, grievances or other issues as they arise 

· Provide support to Staff to plan, manage and monitor activity in accordance with DLDC programme of Activities and relevant annual work plans.

	3
	Strategic Planning and Implementation  

· Provide advice for HR and associated projects, ensuring best practice of all HR activities and making sure that all actions accord with the relevant annual plans.

· To act in an advisory capacity as subject matter expertise on all HR issues to Head of Operations and CEO.


	4
	Report Writing, Monitoring and Evaluation

· Work with the Staff and the CEO to ensure that appropriate monitoring and evaluation mechanisms are in place in order to gauge the effectiveness of the work of the Dept. and Team.

· Organise and facilitate records and minutes from relevant Staff and Company meetings
· Preparing reports as directed by Line Manager e.g. annual leave/sick leave reports, GDPR update etc. 

· Ensure that documentation and files are maintained for the use of the Finance and Administration and for inspection by the Company Auditors, LCDC, Pobal and other relevant monitoring bodies.

	5
	Involvement with Other DLDC Departments, Programmes and DLDC Working Groups

· Work as part of a team within DLDC and ensure the integration and co-ordination of the work into the other programmes, initiatives and Staff of DLDC. 

· Support DLDC Departments, Programmes and Working Groups in application processes for future funding opportunities. 

	
	Note, this list is not exhaustive and may be amended in order that all role requirements are fulfilled and responsibilities that may be assigned from time to time in pursuance of the specific aims and objectives of the Company.



	  Core Competencies
	Essential 

	1
	Knowledge & Experience
	· A relevant third level qualification in relation to Human Resources

· Proven experience working in a HR function

	2
	Interpersonal & Liaison Skills


	· The ability to build a rapport and establish positive relationships with others
· The ability to positively influence the behaviour of others

	3
	Personal Skills
	· You will be required to be a flexible, motivated, self-starter who can communicate effectively and have good self-management and administration skills. 

· You will demonstrate the highest integrity in delivering a programme, working alongside your team.

	4
	Communication
	· You will have demonstrable experience of forming good working relationships with Staff, combined with excellent communication and listening skills.  
· You will be confidential by nature with excellent verbal and written abilities.

	5
	Project Management Skills


	· You will have experience in producing timely and relevant reports.

· A good working knowledge of the standard family of business and HR related software and IT packages 

	6
	Other
	· Experience of team/group facilitation.

· You must hold a clean, current driving license.

	Core Competencies
	Desirable

	· Knowledge & Experience
	· A recognised qualification in Health and Safety

	DLDC reserve the right to enhance criteria, dependant on response to the advertisement.

A panel may be formed from this recruitment process.


Application Process

To apply for the position, please submit by email, a cover Letter of Application together with current Curriculum Vitae to: HR Department to: vacancies@dldc.org 

· Applications without a covering letter will not be accepted.
· The closing date for receipt of applications is 5pm on Friday 21st January 2022
· Interviews are likely to be held on week beginning 24th January 2022 or shortly thereafter.
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