
The ARCHIE Foundation 
JOB VACANCY 

Operational Support and Human Resources Manager 

Introduction to The ARCHIE Foundation 

The ARCHIE Foundation is a Scottish charity that makes the difference for sick children 
when they are in hospital or need long-term medical treatment. The NHS provides the most 
amazing care, and we provide the extras. We are the official charity of Royal Aberdeen 
Children’s Hospital, the Highland Children’s Unit in Inverness, and Tayside Children’s 
Hospital, Dundee. We are a family of funds that also includes Friends of the Neonatal Unit at 
Aberdeen Maternity Hospital, ARCHIE Global Surgery and Fairy Box.  

Role purpose: 

This is a new role within the charity and the successful candidate will take control of HR, HR 
administration, GDPR and data protection compliance, policies and procedures, office 
management, IT and systems. S/he will have line management responsibility for three 
members of staff. This is an exciting opportunity for an experienced HR/operations 
professional to drive and implement policies and procedures to ensure the smooth running 
of a successful children’s healthcare charity.  

Reporting to: Director of Business Services 

Place of work: This role requires the postholder to work from the charity’s Grampian Head 
Office, based at Royal Aberdeen Children’s Hospital, Aberdeen, with occasional travel to 
both the Highland office in Raigmore Hospital, Inverness, and the Tayside Office at 
Ninewells Hospital in Dundee.  

Hours of work: 35 hours (full-time). Must be willing to work out of office hours on occasion 
on the understanding that time of in lieu will be granted 
 
Salary: £28,000 - £35,000 
 
Benefits: Contributory pension scheme, car mileage and holiday entitlement of 25 days plus 
public holidays 
 
Probationary period: Three months 
 
Closing date for applications: June 29, 2019 
 
Key responsibilities: 

• Leading the recruitment and selection process, and onboarding new employees 

• Developing performance management and improvement systems  

• Assessing staff training needs and implementing training programmes 

• Policies and procedures development, implementation and documentation 



• Developing salary structure in conjunction with Director of Business Services 

• Helping to shape and implement positive company culture and values  

• Employee safety, welfare, wellness and health 

• Ensuring GDPR and other data protection compliance 

• Managing IT systems and procurement of hardware, software and services 

• Auditing, tracking and documenting company laptops and phones and other 
equipment  

• Managing the charity’s annual/sick leave tracking software 

• Handling issues such as grievances and employee welfare  

• Collaborating with the Senior Management Team to ensure a strategic and coherent 
approach to people management across all areas of the charity 

• Overseeing staff attendance and absence monitoring 

• Providing detailed HR reports to SMT and other line managers 

• Administration of employee-related paperwork such as contracts, handbook, formal 
notices of termination 

• Creating succession plans where appropriate 

• Working with Director of Finance to administer financial elements such as payroll, 
compensation and benefits and pension scheme. 

Person Specification: 
 
Knowledge and Experience 

• Previous proven HR and operations experience.  

• Ideally educated to degree level or with relevant HR qualification  

• An understanding of and commitment to data protection, safe guarding and 
confidentiality issues 

• Knowledge of Raisers Edge would be an advantage 

Skills and Abilities  

• Excellent planning and organisational skills 
• Ability to manage multiple priorities 
• Excellent interpersonal, written and verbal communication skills, including the ability 

to work with a wide range of external and internal stakeholders 
• Ability to find creative solutions to problems 
• Excellent empathetic skills with the ability to deal with difficult issues sensitively  
• Willing to undertake additional responsibilities in line with the development and needs 

of the charity 
• Handling highly confidential information in an honest and trustworthy way 
• Good organisational skills and the ability to manage a variety of tasks 
• Highly motivated with a positive attitude  

• Ability to work on own initiative, as well as part of a team.  

 



A job description is a written statement of the essential characteristics of the job, with the 
principal accountabilities, skills, knowledge and experience required for a satisfactory level of 
performance. This is not intended to be a complete account of all duties involved. This job 
description is subject to amendment in consultation with the post holder and line manager. 

 

 

 
 
 
 
 
 


