
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

St Martin-in-the-Fields 
Human Resources Assistant (1 year fixed 

term contract 

Closing date – 11 February 2020 



Who we are 

St Martin-in-the-Fields is a unique configuration of cultural, charitable and commercial initiatives 

rooted in the life of a vibrant Church of England congregation. Our vision is  At the heart. On the 

edge. This declares that we see ourselves at the heart of London, through our location on Trafalgar 

Square, and of the nation, through our 500-year links with the royal family, and also of the church, 

through our national profile gained through nearly a century of broadcasting and our flagship role in 

social issues – but also appealing to the heart through our long tradition of choral and classical  music 

and our reputation for compassion gained through a century of engagement with poverty and 

destitution. It also names our calling to be on the edge, not just of Trafalgar Square but alongside 

those on the edge through being excluded, ignored or oppressed by society or church, and on the 

cutting edge of innovation in culture, commerce, charity and congregational life.  

About the St Martin’s team 

We are a team of 137, working across all 

departments, either visitor facing or behind 

the scenes, and from all walks of life, working 

full or part time, speaking many different 

languages and bringing our own individual 

talent to St Martin’s. This is an amazing 

opportunity if you want to make a real 

difference.   

Our HR team is a team of three.  We need to 

find the right person who shares our passion, 

enthusiasm and dedication to be part of this 

amazing team in a beautiful area of central 

London, and can facilitate the administration of all stages in an employee lifecycle.  

About the role 

This is an interesting and wide ranging for someone new to human resources.  You will be working directly 

with the Human Resources Coordinator and Human Resource Manager, being the first point of contact for 

the team, so excellent communication and relationship building skills are a key part of this role.   

Our vision is to be a world class social enterprise, not just sustaining St Martin’s, but contributing to its 

social impact and inspiring others to develop social enterprise initiatives that support home and 

compassion in this world. 

While working in a lively office based environment, this role will offer a rich overview of the various aspects 

of St Martin’s. 

Working at St Martin’s 

 Based at - St Martin-in-the-Fields, Trafalgar Square, London 

 Working pattern - Five regular days each week: Monday – Friday, and one Saturday per month   

 Salary - £22,000 per annum, plus workplace pension, this is a one year fixed term contract 

 Holiday Entitlement - 25 days per annum, plus 8 bank holidays 

 Perks - Free filter coffee and tea throughout your working day, 20% discount in the Café in the 

Crypt/Courtyard, Shop (excluding books) and limited concert concessions 

 Notice period – 1 month 

 

 

 



Job Profile 

1 Recruitment  

 Upload applications packs on suitable recruitment sites  

 Contact successful shortlist candidates and schedule interviews  

 Booking and preparing the room for interviews 

 Preparing interview materials and manage any IT and/or specific needs of candidates 

 Ensure recruitment procedures according to policy are carried out 

 Record accurate recruitment data, including source, costs and outcomes 

 Manage HR inbox, answering any recruitment related emails, along with phone calls  

 Work with recruitment agencies as required  
 

2 Joiners and leavers  

 Arrange IT, keys and ID badges, according to role, ahead of new joiners start date  

 Carry out reference requests and check references for new employees, in an appropriate time 
scale  

 Draft new joiners paperwork and carry out Right to Work checks 

 Ensure new joiners paperwork is returned and  uploaded to PeopleHR  

 Draft leavers acknowledgement letters 

 Draft leavers paperwork, administer appropriately and update relevant departments, including 
payroll 
 

3 Data management and administration 

 Enter new joiners to system  

 Enter leaver information to system  

 Maintain day to day administration of 
HR database (PeopleHR) 

 Scanning, filing and maintain 
accurate and up to date records  

 Maintain general HR inbox 

 Ensure effective use of task function 
in PeopleHR 

 Administer long service extended 
holiday allowance 

 Ensure information is stored in line 
with GDPR regulations  

 
4 Payroll and finance  

 Maintain accurate financial records  

 Raise invoices for recruitment campaigns, ensuring they have been paid for and within budget  

 Raising invoices for HR related purchases, handling queries and work with finance team 
 

5 Learning and development  

 Book and source relevant training for employees as directed by HR Manager  

 Administer training requests from line manager, as directed by HR Manager  

 Liaise with training providers  

 Send out diary reminders for upcoming training  

 Maintain accurate training records, including PeopleHR 

 Collate evaluation and feedback  
 

6 Employee relations  

 Maintain discretion and confidentiality at all times  

 Minute meetings as required 
 

7 Other duties  

 Administer uniform and name badge requests 

 Keep up to date with legislation change 



 Support annual work experience programme 

 Any other additional HR administration  
 

8 This is not an exhaustive description of the duties.  Aspects will change over time and 

the jobholder is expected to contribute to the role’s development and progression. 

 

 

 

 

 

 

 

 

 

 

Who we are looking for 

We are looking for someone who is: 

 Self-motivated – able to get on with it 

 Passionate – about working with people and super organised 

 Hardworking – who can take the initiative to get things done 

 Self-starting – excellent at organisation and calm under pressure 

 Friendly – able to work in a team 

 Approachable – the go to person 
 Sensitive – understand the confidential nature of the role 

Person Specification 

To be effective in this role you will need to demonstrate knowledge of the following, including formal 

training where appropriate: 

In addition will need to have: 

Essential 

 Experience in recruitment, business, office or HR administration 

 Excellent written and verbal communication skills 

 Good organisational and administration skills 

 Ability to prioritise and multitask in a pressured environment 

 Ability to respond calmly yet confidently to last minute challenges  

 Produce consistently accurate work 

 Team player with an interest in people, who enjoys working with others  

 A good level of general education 

 Computer literate (Microsoft Word, Excel and Outlook) 

 An enthusiasm for the arts and business 

 In sympathy with the aims and ethos of St Martin’s 
 

 



Additionally will need to: 

 Display and exercise discretion, sensitivity and confidentiality when dealing with employee matters 

 And, great interpersonal skills with a calm “can do” attitude! 
 

How to apply 

To apply for this post, please email the following to  hr@smitf.org by 9.00 am on 11 February 

2020: 

 A supporting statement, explaining why you believe you can do this role  

 A comprehensive CV detailing your relevant achievements in each role, and including details of 

two referees, one of whom should be your current or most recent employer  

If you would like to chat about this role, please call Nadine or Michelle in the Human Resources Team 

on 020 7766 1101/1119. 

Interviews will be held on 20 and 21 February 2020 (please note preference in your covering letter).  

As we generally receive a high volume of applications, we do not acknowledge receipt.  

Only shortlisted candidates will be contacted. 

 

Look us up! 

 

 

 

@stmartininthefield @smitf_london @stmartininthefields 

mailto:hr@smitf.org
https://www.instagram.com/stmartininthefields/
https://twitter.com/smitf_london
https://www.facebook.com/stmartininthefields

