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VOLUNTEER OPPORTUNITY


Role: Human Resources Support Volunteer
Where:
Coventry Transport Museum and the Herbert Art Gallery and Museum
When: Any time during office opening hours (9:00-5:00 Monday to Friday). 
Flexible time commitment 

Are you interested in gaining HR experience?

This volunteer role involves assisting our HR team and is ideal for students studying CIPD Level 3 Certificate in HR Practice. Role activities are aligned with the CIPD course as well as supporting the implementation of Culture Coventry’s strategic HR objectives, ensuring compliance with employment legislation and best practice.

What the role involves
Training & Development

· Supporting the development and preparation of tool box talks for managers, eventually leading up to supporting the delivery of these sessions

· Sourcing and booking training for staff

Recruitment

· Helping to prepare advertisements for vacancies

· Helping to placing adverts, collect references and other pre-employment checks

· Supporting the selection process with the HR team

· Liaising with candidates to book interviews and shadowing interviews

Employee Relations

· Supporting the review of policies and procedures and developing process flows

· Shadowing meetings with staff

HR Data Collection and Analytics

· Supporting the team to update the staff database

· Helping with absence data collation and analytics

· Casual worker administrative support

· General statistics admin support

General HR administration support

· Filing of employee documentation

· Small project work around trend analysis and workplace wellbeing

Skills, knowledge & qualities we are looking for

· Good communication skills
· Good computer skills
· An interest in HR
Benefits and training
· Gain experience in Human Resources practice 
· Add to your CV

· Gain transferable skills such as problem solving, administration and team working

· Gain an awareness of how a third sector organisation operates

· Meet new people and be part of a friendly team and organisation

If you would like to be considered for this unique volunteering opportunity, please contact Esther Miranda: 024 7623 7587 or email: volunteering@culturecoventry.com
Culture Coventry Trust is registered under the Charities Act 1960, Registration No. 1152899. We rely on volunteering support and donations, to enable us to bring the rich history of Coventry to life, through engaging visitor experiences across all our sites. 

Our volunteer programme is vitally important to us and we work closely with all our volunteers to understand their needs, to ensure they also benefit from their volunteering experience with us.
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