[image: ]Page 7 of 7

HR Officer
Person Specification

Detailed below are the essential criteria required of applicants for the above post. Please see the Values of our organisation below - more details on these can be found on the advert for the role.

	Qualities 

	
	Essential
	Desirable

	Experience
	· Prior experience of working in an HR environment supporting on a range of issues
	· Experience of payroll processing
· Experience of using Cascade  and Moorepay
· Processing of SARS

	Skills
	· Up to date knowledge of employment law legislation and regulations
· Ability to manage own workload to tight deadlines including the processing of large amounts of data as needed
· Ability to work with a range of stakeholders supporting with difficult/challenging and sensitive situations as needed

· Ability to maintain confidentiality  of personal and corporate information 
· IT skills including MS Word, Excel, Outlook
· Good communication skills
	· Ability to problem solve demonstrating a flexible approach
· Driving licence and access to own vehicle

	Education, Qualifications & Training
	· CIPD Qualified to Level 3
	· Payroll qualified or relevant experience



	Values - Essential

	Courage

	Compassion

	Collaboration
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