
ECFR is an equal opportunities employer 

 

     

 

 

 
 

Post:    Part-Time Human Resources Coordinator 
 
Reporting to:   Director of Finance & Operations 
  
Location:   London 
 
Salary:    £16,637 - £17,916 p.a. for 20 hour week  
 
FIXED TERM POST FOR ONE YEAR  
 

 

 
 
 
 
 
This is a new positon to help ECFR upgrade its HR operation at both administrative and management 
level. 
 

Job Purpose 
1. To assist ECFR employees, line managers and senior managers in London and the European offices to 

maintain accurate HR information, implement systems and complete administration; providing support 

and training as necessary. 

2.  To help develop and maintain appropriate induction and appraisal systems. 

3. This should enable ECFR to obtain a quality accreditation, such as Investors in People. 

Responsibilities 
 
Recruitment: 

 To ensure that all Recruitment Authorisations have been appropriately approved. 

 To ensure that job descriptions are conceived or updated in a consistent manner. 

 To assist line managers with the preparation and posting of job advertisements, collation of 
applications, arrangement of interviews, and the administration of pre-employment tests as 
required.  

New Starters & Benefits 

 To prepare  offer letters, contracts of employment, benefit enrolment forms,compose regular 
correspondence and process confidential reports and documents. 

 To ensure that adequate references, qualifications and work permits, if required, have been 
obtained, verified and filed. 

 To establish employees initial recruitment HR record; then track deadlines i.e. induction, 
probation performance and pension entitlement. 

The European Council on Foreign Relations (ECFR) is a pan-European think-tank which seeks to conduct 
research and promote informed debate across Europe on the development of coherent, effective and values-
based European foreign policy. We are a UK registered company and registered charity working from a London 
base, with additional offices in six European capitals. 
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Employment  

 To liaise with payroll bureaus in Paris, Berlin and Rome. 

 To work with our pension provider to faciliate the smooth introduction of auto-enrolment. 

 To manage the administration of sensitive and confidential matters like personnel relations, 
employee relations, and organisational changes, planning and protecting the security of 
information, data and files.  

 To respond to queries from managers and employees, and from other agencies or 
departments in regards to HR, Payroll, Pension and Contract Changes.  

 Assist employees & line managers with the interpretation of HR Procedures & Policies and 
benefit queries. 

 To assist employees and line managers with the maintenance and control of their staff 
records. 

 Ensure all documentation has received the correct level of approval.  

Leave 

 Interpreting, assisting and advising employees and managers regarding leave management 
administration.  

Leavers 

 To ensure all  leavers are processed accurately and timely; and that exit interviews have been 
conducted and filed. 

 To ensure that all staff loans (i.e. travel) have been recouped and that all benefits are ceased 
at either the date of leaving or end of notice period. 

 To ensure that leavers have been removed form the payroll and all leaving documentation 
(i.e. p45) has been issued. 

General Administration 

 To handle issues and enquires from employees and line managers.  

 Oversee maintenance of employee file records, ensuring that all files are up to date. 

 Undertake any other tasks as instructed by the DFO. 

Appraisals 

 To assist senior management with the development of an appropriate appraisal system.  

 To provide staff and line managers with appropriate training. 

 To assist with the implementation of the new appraisal system. 

 To monitor progress and report on the success of the implementation. 

Quality Accreditation 

 To assist senior management with the selection of an appropriate acreditation system.  

 To manage the implementation of the new accreditation system. 

 To provide staff and line managers with appropriate training. 

 To monitor progress and report on the development of the implementation. 
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Person specification  
 
Experience and Skills 

Essential 

 A degree at graduate level or equivalent and/or relevant work experience. 

 An appropriate professional qualfication 

 Knowledge of UK HR and Payroll legislation  

 At least two years of demonstrable experience. 

 Effective problem solving skills 

 Excellent communication skills. 

 Well-presented and well spoken. 
 IT literate, confident with office MS software packages (Word, Excel, PowerPoint, Outlook etc) and a 

willingness to develop these skills to an advanced level 

 Ability to operate under pressure 

Desirable 

 Knowledge of HR legislation, payroll and benefit systems in France, Germany, Italy and/or Spain. 

 Good knowledge of a second European language. 

 Experience of working in a pan-European environment. 

 An understanding of working in the charitable (or Not –for-Profit) sector. 

 An interest in world affairs. 
 

Qualities 
 Reliable 

 Team Player 

 Enthusiastic with a Can-Do attitude 

 Good interpersonal skills 

 Organised 

 Attentive to detail 

 Good at multi-tasking  

To apply: 

Please send a one page covering letter (with ref: HRC 00514) in the subject line and your CV to: 
recruitment@ecfr.eu please restrict your CV to no more than three pages of A4.   Please state your 
citizenship and status with respect to living and working in the UK. Closing date for applications is the  4th 
December 2014 and first interviews will be held on 18th and 19th  December 2014.   
                          
Please note 
No phone calls please.  Due to the large volume of candidates applying for positions within ECFR we will 
unfortunately only be able to respond to your application if you have been shortlisted for the role. 
Strictly no agencies 
 
 


