
HR Apprentice
Reports to:	 HR Manager 
Hours:	37.5 hours pw

Main purpose of the post 
Join a small HR team who provide entire employee life-cycle support for c200 employees gaining hands-on experience whilst working towards a recognised qualification. You will develop your knowledge, skills and behaviours as required for a career in HR whilst supporting the team to provide an excellent HR service.

As part of the apprenticeship you will:
· Complete all required learning activities, assessment and coursework to achieve your qualification
· Undertake generalist HR duties supporting, and learning about, the HR function including recruitment, payroll, compliance and correspondence, employee relations. Completing your own and supporting the team to meet targets. 
· You’ll shadow experienced team members, get exposure to a wide-range of day-to-day HR activities, receive supervision, mentoring, training and support to develop your skills and confidence and support you in your career aspirations. 

In return you’ll support the team and undertake tasks on a daily, weekly, monthly, quarterly and annual basis as required by the organisation.

Programme details 
· This apprenticeship is a two-year programme, combining practical work experience with formal learning. The actual qualification takes 15 months.
· You’ll study towards a recognised level 3 qualification in Human Resource Management, supported by our external apprenticeship provider. 
· You’ll have approximately one day per week dedicated within your working week to attend learning sessions and complete coursework or assessments. Some additional study time may need to be completed in your own time. 
· Your working hours and shift pattern will be full-time Monday to Friday (9.00am to 5.00pm) 
· You will be office based, working in our Head Office with occasional travel to other sites. 
· This role involves some travel across Watford Mencap’s sites and services. While a driving licence is not essential, some locations are more difficult to access by public transport but sufficient planning will make this easier. 
· If you use your own vehicle for work, you’ll need appropriate insurance (for example business use) 






What you’ll be doing 
You will undertake generalist HR duties supporting, and learning about, the HR function including:
· Recruitment – supporting with the advertisement of roles, place adverts on our website and jobs boards, reviewing applications and conducting telephone interviews with candidates, communicating with the candidates through the pre-employment process, sending offer letters and contracts of employment, DBS checks.
· Payroll – supporting the collation of documents for monthly payroll, data entry, identify where sick pay is due and calculating salary deductions.
· Compliance – auditing staff files, undertaking right to work checks and maintaining records on various systems.
· Correspondence – sending out letters and emails to staff about pensions, benefits, inductions and changes to contracts.
· Employee relations – supporting in grievance and disciplinary meetings, taking notes, drafting outcome letters.
· Assisting in absence management, reporting and administration
· Helping to maintain HR policies and procedures and HR documentation
· Supporting the training and development through administration, maintaining employee training records and reporting
· Working alongside team members, you’ll contribute to HR related projects. 
· You’ll take part in work across all areas of the HR function as required, to support your understanding and development. 
· You’ll act as ambassador for apprenticeships at Watford Mencap, by supporting careers events, engagement activities and campaigns to promote opportunities and inspire future talent. 
· You’ll learn and apply new skills, knowledge and behaviours through a combination of practical experience, formal learning and on the job training. 
· You’ll work collaboratively with colleagues and build positive relationships with colleagues, managers, clients and other stakeholders where appropriate. 
· You’ll take responsibility for your own learning and development, making the most of opportunities to gain experience and build your skills and competence. 
· You’ll complete apprenticeship learning activities, assignments and all required learning to successfully complete apprenticeship programme. 

General 
· To comply with relevant health and safety legislation, policies and procedures in the performance of the duties of the post 
· To behave in accordance with Watford Mencap’s behaviours 
· To maintain confidentiality and observe data protection and associated guidelines where appropriate 
· To ensure compliance with Watford Mencap’s policies and procedures at all times 

The duties in this job description are not exhaustive and may be altered at any time to reflect the changing needs of the Organisation 
This post is subject to an enhanced DBS clearance due to being based at a site that provides services to children and vulnerable adults.


Person specification 

	Qualities required 
	Essential
	Essential 
or Desirable

	Values 
	Able to demonstrate a genuine commitment to the Values and goals of Watford Mencap 
	Essential

	
	Work respectfully and inclusively with people from different backgrounds, experiences and perspectives. 
	Essential

	Education and Qualifications
	3 A-levels or equivalent
	Desirable

	
	Minimum of five GCSEs (or equivalent), including English and Maths (A*-C, grade 4 or above)
	Essential

	Experience
	Minimum 6 months’ experience in an office/ reception role, preferably in an HR or recruitment setting. This may have been gained over a variety of settings and periods.
	Essential

	
	Strong IT experience such as MS Word, Excel, Outlook or a web-based database 
	Essential

	
	Organising an event or training 
	Desirable

	
	Experience of dealing with stakeholders (e.g. customers, colleagues, staffing agencies, training providers)
	Essential

	Knowledge
	Some knowledge of and interest working in HR, with any related experience (e.g. through education, part-time work, volunteering, or personal projects). 
	Desirable

	
	Some knowledge of UK employment law
	Desirable

	Skills and Abilities
	Able to prioritise own workload & manage time effectively while balancing apprenticeship requirements.
	Essential

	
	Effective communication skills
	Essential

	
	Good organisational skills
	Essential

	
	Good problem-solving skills
	Essential

	
	Good attention to detail
	Essential

	
	Excellent telephone manner & confident speaking to people on the phone
	Essential

	
	Able to follow instructions
	Essential

	
	Able to work well independently and collaboratively as part of a team, seeking and offering support as required. 
	Essential

	
	Able to build positive working relationships 
	Essential

	
	Able to deal with sensitive and confidential information professionally
	Essential

	Personal Qualities
	Awareness of workplace expectations, including being reliable, following guidance, and contributing positively to the working environment.
	Essential

	
	Resilient and able to work calmly under pressure to tight deadlines
	Essential

	
	Flexible and adaptable team player with a “can do attitude”
	Essential

	
	Occasional project visits across South West Herts and attendance at events as required to fulfil the duties of the role 
	Essential

	
	Able to remain positive and deal with issues fairly and consistently
	Essential

	
	Car driver with ability to travel across sites
	Desirable

	Additional requirements
	Commitment to successfully completing the apprenticeship programme, including off the job learning and associated qualifications. 
	Essential

	
	Willingness to attend training, workshops and learning activities as required. 
	Essential

	
	Ability to travel to Watford Mencap locations, meeting venues and events as required.
	Essential



Our Values
To be successful in this role we expect you to share and live our values:
	Value
	Behaviour

	Inclusive
	You involve the people we support to live the life they choose by encouraging them to get involved in the recruitment of new staff. 

	
	You listen to the views of the people we support and include their views in your planning. 

	
	You are able to communicate effectively with people with a learning disability, adapting your approach to the needs of the person at the time.

	Respectful
	You demonstrate through your actions respect, dignity, diversity, and privacy for people you support.

	
	You develop and maintain effective working relationships with people we support, their families, colleagues and partner organisations.

	
	You work flexibly and can adapt to changes in workload as necessary.

	
	You can bring your team and people you support with you.

	Welcoming
	You can communicate with a range of people with differing abilities.

	
	Develop and maintain a welcoming atmosphere for the people you support and their families.

	
	You are welcoming and warm to visitors, and colleagues, building a rapport quickly. 

	Progressive
	Keep your HR & social care knowledge and skills up to date.

	
	Able to record information, access and manipulate data stored in IT systems and share information easily and appropriately.

	
	Manage HR service efficiently and effectively.

	
	Strong financial skills used to ensure best value for money.

	Challenging
	Professionally challenge prejudices that cause barriers for people living with learning disabilities.

	
	Able to positively challenge colleagues to ensure recruitment & application of policies and processes is fair.



About Watford Mencap
[bookmark: _Int_kytNL2Li]Watford Mencap is a charity providing social care services and support to people with learning disabilities, and their families, in South West Hertfordshire.  We are affiliated to Royal Mencap but are a self-funding and independent local charity that has provided services and support to local families for the past 70 years. We enable people with learning disabilities and their families to make the most of life, to enjoy choice and control over their own lives, enabling them to fulfil their life ambitions. 

We have worked hard to make our services both efficient and really focused on the person. We have a strong business model that is sustainable and diverse. Our work has expanded, and we are trying new things and ideas across the entire organisation, while keeping everything we do focused on meeting the diverse needs of the people we support. We currently employ 170 staff, have over 35 volunteers and provide support and services to over 500 people with learning disabilities and their families.

This is an exciting opportunity to help, strengthen and develop an established team and you will play an important role, working collaboratively with the team to deliver people resources across the organisation to meet business needs. We currently operate across 11 sites in Hertsmere, Three Rivers and Watford. 

Working as an HR Apprentice in our Head Office. This is a new post created to support the HR team and offers you the opportunity to develop your skills and knowledge whilst gaining hands-on work experience and supporting the varied work of a busy team. This role is for 37.5 hours per week, worked over 5 days across the week.

As an employer, we have achieved Silver Investors in People accreditation and provide employees with access to a full range of professional and personal development opportunities. This includes induction and training programmes, recognised qualifications, regular supervision meetings and an annual appraisal, as well as coaching and mentoring. We value our workers and offer excellent terms and conditions of employment; a range of staff benefits; as well as a competitive salary. You will be joining an award-winning social care organisation that makes a real difference to people’s lives. 

