
HR & Office Manager 
Job Description and Person Specification  
 
The Green Party is looking for a highly organised, enthusiastic and forward thinking 
individual to join the team.  The role is diverse and challenging with high levels of autonomy 
and responsibility, in an exciting, agile working and creative environment. 
 
The HR & Office Manager will need to have the necessary experience, qualification and skills 
to hit the ground running, take charge across all HR functions and office management, 
review and implement processes, able to multitask, prioritise and handle responsibility well to 
be successful in this role. 
 
Based in the London Office you will be supporting a team of 20 staff with a further 19 in the 
field across England and Wales.  As well as liaise with staff in the elected Green Politicians 
offices in Westminster, The MEP’s of London, South East and South West and London City 
Hall. 
 
 
Salary:  £32,523 - £33,836 (points 25-27 on the GPEW national pay scale) 
Hours: 35 hours per week  
Contract: Permanent 
Location:  Green Party National Office, London 
Line Manager: Chief Executive Officer (CEO) 
Reporting to: CEO; GPEx Chair; GPEx Management Coordinators  
 
Deadline for applications: 5pm on 20.07.17 (Thursday) 
Interviews:   TBD 
 
 

Main Duties and Responsibilities 
 
Human Resources 
 

1. Recruitment & Selection: Coordinate the recruitment and selection process of 

National Party employees and devise innovative approaches to attract and retain 

under-represented groups in the staff. 

2. Contracts: Produce contracts and HR documentation for new starters for all National 

Party employees, including those who work remotely, those who are jointly employed 

by national and local/regional parties and those employed by local/regional parties 

and paid through the national payroll. 

3. Induction: Provide new employees with a formal induction programme which includes 

the employee handbook, the organisation structure, staff flow chart, key policies and 

the organisational strategy. 

4. HR Information Systems and Personnel Files: Continue development of the new in 

house HR system CIVI HR and maintain all personnel files both electronic and hard 

copy. 

5. Employee Relations: Provide assistance to employees and answer any questions 

regarding party HR policies, procedures, issues or concerns.  Participate in any 

disciplinary or complaints processes. 



6. Legislation Compliance: Maintain and ensure the organisation is compliant with UK 

employment law.  Develop HR policies and procedures and ensure up to date best 

practice.  Advise CEO and Green Party Executive (GPEx) on HR issues. 

7. Equality & Diversity Inclusion: Coordinate EDI training for all staff and carry out 

quarterly E&D monitoring reporting to CEO and GPEx. 

Lead, manage, develop and sustain external diversity accreditation programmes. 

8. Absence and Leave Requests: Maintain accurate record of attendance and leaves 

using online staff leave management system whosoff.com and CIVI HR. 

9. Payroll: Monthly preparation and update of payroll information and liaise with finance. 

10. Benefits Administration: Administer workplace pension scheme, set up and 

administer an Employee Assistance Programme scheme for all staff, administer 

Cyclescheme, staff travel loans and any other current staff benefits. 

11. Any Other HR Duties: Coordinate training needs analysis and training plans.  

Oversee and support the reflective reviews for all staff.  Support team managers in the 

annual salary reviews. 

 
Office Management 
 
To manage the day to day running of the Party Office, including: 

1. Office Tenancy: Acting as lead contact with the Office landlords and to manage 

ongoing maintenance and repair requirements. 

2. Health and Safety: Lead on ensuring that party office and Green Party as an 

employer remain compliant in health and safety.   

Conduct risk assessments, designate fire wardens and provide training for first aiders. 

Ensure all employees are aware of the buildings emergency evacuation procedures. 

3. Procurement: Maintain adequate supply of office supplies, equipment and 

refreshments and facilitate requisitions and deliveries.  Liaise with service providers 

and vendors and negotiate for optimum value for organisation. 

4. Mail and Postage: Oversee organisations incoming and outgoing office mail. 

5. Office Security: Manage office access system ensuring that fobs and keys are issued 

to the appropriate personnel and ensure they are maintained securely. 

6. External Storage: Manage external storage for Party Office.  Responsibility for party 

office archive material. 

7. Housekeeping: Facilitate office cleaning and maintenance services.  Ensure first aid 

kit is available to all staff. 

8. General Office Management Duties: Provide support to managers and employees 

as required.  

 
 
 
 
 
 
 
 
 
 
 



PERSON SPECIFICATION  
 

  

ATTRIBUTE 
Essential/
Desirable 

Experience  
1. Minimum 3 years’ experience in a HR function role 

(covering all areas of HR including recruitment, 
induction, employee relations etc) 

2. Minimum 3 years’ office management experience 
including health and safety 

3. Highly organised and able to manage frequently 
competing priorities 

4. Ability to build and manage relationships at all 
levels, including with senior executives and 
volunteers 

5. Significant experience directly supporting a senior 
executive and their team in a large, complex 
environment 

6. Practised at handling sensitive and confidential 
materials with absolute discretion 

7. Professional experience of, and related training in, 
working with individuals with protected 
characteristics and of the Equality Act and its 
implementation. 

8. Understanding and experience of working in a 
democratic organisation 
 

 
E 
 
 
 
E 
 
E 
 
 
E 
 
 
D 
 
E 
 
 
D 
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Skills / Abilities 9. Excellent verbal and written communication skills  
10. Strong analytical skills and attention to detail 
11. Strong research and report-writing skills 
12. Ability to work well as part of a team 
13. Ability to empower and motivate others 
14. Ability to anticipate issues and problems and take 

appropriate steps to address them 
15. Sound judgement and the ability to take 

reasonable decisions in a fast paced environment 
 

E 
E 
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D 
 
D 
 

Knowledge 16. Knowledge of employment legislation in UK 
17. CIPD qualification or working towards. 
18. Understanding of Green Party organisation at 

local, regional and national level 
19. Strong understanding of the UK political 

environment 
 

E 
D 
D 
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Personal attitudes 20. In sympathy with the aims and policies of the  
Green Party, and committed to the development 
and implementation of a Green and sustainable 
society.  

 

E 

Personal Circumstances 21. Eligible to work in the UK 
22. Able and willing to work unsocial hours and 

outside of normal office hours as required by the 
post.  

23. Not a member of another UK political party 

E 
E 
 
 
E 

Equality 24. Candidates must indicate full commitment to the 
principle of Equal Opportunities for all in line with 
the Party’s policies.  

E 

 



General points applicable to all Green Party jobs: 
 

1. The Green Party strives to be an Equal Opportunities employer and requires its employees to 
carry out their work in accordance with its polices on equality of opportunity in relation to employees and 
volunteers, in promotion of the party’s policies and access to the Party’s services. 
 
2. Green Party staff are required to abide by any policies in place to ensure, for example, health and 
safety at work, data protection, etc. 
 
3.  The Green Party has a democratic structure with annual elections. Employees need to be aware 
that the organisational priorities which determine their work priorities are decisions of the Executive and 
may be subject to change as an Executive changes. 

 
4. Green Party staff may be required to attend Green Party Executive and other meetings and 
conferences, so long as at least two weeks' notice is given and this does not conflict with leave already 
agreed. These meetings may take place out of office hours, in which case time off in lieu will be awarded. 
 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line managers 
as part of the organisational strategy, but are expected to show initiative within this framework in 
managing their workload to meet the overall goals of the party in line with the organisational plan. 
 
6. Green Party staff are required to request authorisation for any major overtime from their line 
manager before undertaking any such work and to use an online system to manage their leave and TOIL 
in conjunction with their line manager. 
 
7. Green Party staff may, from time to time, be required to provide written or oral reports to the 
Executive. 

 
8. Green Party staff should be open to developmental needs which may arise and work with their line 
manager to address these needs through training or other routes. 

 
9. Green Party staff are expected to identify and make recommendations to their manager on 
improving the systems within the office. 

 
10. Green Party staff are expected to participate fully in the Party’s teamwork ethos, attend staff 
meetings, share team duties and responsibilities and develop their work in co-operation with other 
colleagues. 
 
11. Green Party staff are expected to promote and develop the role of volunteer staff within their area 
of responsibility in liaison with the HR & Office Manager and in accordance with the current policy on the 
management of volunteers. 
 
12. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a 
document such as this does not permit every item to be specified in detail. 
 
13. Broad headings may therefore have been used, in which case all the usual associated routines 
and duties are naturally included in the job description. Green Party staff are expected to undertake any 
other reasonable tasks as requested by the Executive via their Head of Department, CEO or relevant 
GPEx Co-ordinator. 

 
This job description may be periodically reviewed in consultation with the post holder. 


