Belfast City Council

Terms and conditions of employment

Human Resources Assistant (Grade 5)
Permanent post

Support Services Section

City and Neighbourhood Services Department
_______________________________________________________________________________

Appointment
Any appointment to this post will be made by the selection panel but will be subject to ratification by the director of the relevant department.

There is currently one permanent, full-time post.

There may be a reserve list of applicants drawn up for this post which would last for a maximum of 12 months. Should a similar post become vacant within this time, it may be offered to those on the reserve list, in order of merit, without further interview.  For generic-type posts, this may include posts in another department. These posts may be either full-time, part-time or job-share on a permanent, temporary or fixed-term basis.

If you are offered and you accept a temporary position e.g. a temporary part-time position for 6 months, and another temporary part-time position arises from the same recruitment campaign e.g. for 1 year, regardless of whether or not you are still working in your temporary part-time position, you will not be offered any further temporary part-time positions. Only in exceptional circumstances, when all relevant applicants on the reserve list for temporary vacancies, full-time or part-time, have been offered opportunities for which they expressed a preference on their application form, and if the timing of the reserve list is still valid and there are still temporary vacancies to fill before the reserve list expires, the council reserves the right to ‘revisit’ the reserve list in strict order of merit. This is the only time when an individual who has been appointed to a temporary position e.g. a temporary part-time position can be offered another temporary part-time position. 

If a similar post does become vacant within the timeframe of the reserve list, it will be offered to candidates on the reserve list in the following way:
1. Candidates will be emailed or contacted by telephone and must respond within three working days to accept or decline the post.
2. If candidates do not respond within the above time frame, the post will be offered, in order of merit, to the next person on the reserve list. The names of those candidates who have not responded within the above timeframe will, however, be retained on the reserve list to be considered for future vacant posts. 

Should your email address or your contact telephone number change after having submitted your online application form, it is your responsibility to log onto the Candidate Portal and update this information with your new contact details.
[bookmark: OLE_LINK1]
Job description: please refer to the job description for details of the duties of the post.
Employee specification: please refer to the attached employee specification for details of any experience which is required for the post. 

Remuneration
The salary will be determined by the council in line with that determined by the National Joint Council for Local Government Services, currently Grade 5, SCP 21 to 24, £33,143 - £35,412 per annum (in normal circumstances, the starting salary is the minimum point), paid monthly by direct payment by the Bankers Automated Clearing System (BACS) to a bank or building society account of your choice.

Location
You will be based initially in the Cecil Ward Building, 4 – 10 Linenhall Street, Belfast, but will be required to work in and or visit other locations.

Pre-employment checks
Prior to taking up duty the person recommended for appointment must:
1. Enter into an agreement which sets out the main terms and conditions of employment.
1. Provide evidence of the right to work and reside in the UK via a digital identity check via the council’s Digital Verification Service (DVS). To use this method, you will need to hold a current UK or Irish biometric passport or passport card. Individuals who are unable to provide evidence of their right to work and reside in the UK via this method, must inform the council and a list of any official alternative documentation will be made available to them. No temporary national insurance numbers can be accepted. 
1. Provide details of the bank or building society account to which your salary or wage will be lodged.
1. Pass satisfactorily a medical assessment by the council’s Occupational Health Service provider.
1. Complete a disclosure of family relationships form.
(f)	Complete a disclosure of criminal convictions form, under the Rehabilitation of Offenders (NI) Order 1978. All applicants who are recommended for appointment to a post within Belfast City Council must provide details in respect of any criminal convictions which are not regarded as ‘spent’ convictions.  Any disclosed convictions will be taken into account only when the conviction is considered relevant to the post and will be seen in the context of the job, the nature of the offence and the responsibility for the care of existing client/customer and employees.

Most, if not all, of the above pre-employment checks must be submitted online by the recommended for appointment candidate via the council’s Onboarding Portal within 10 working days or consideration will be given to withdrawing the recommendation for appointment and no formal offer of appointment will be made.

If applicable, an employee currently undertaking a temporary project/cover/review post will not be able to continue working for the remaining duration of this temporary post prior to taking up a permanent post, even if this temporary post is of a higher grade.

Council policies
You will be required to comply with all current and future council policies, procedures, guidelines, agreed working practices and any relevant collective agreements incorporated into the contract of employment. 

Please note, if you are charged with an act of criminal misconduct, whether on duty or not, you will be required to inform your line manager as soon as possible.  Being charged with a criminal offence is not, in itself, sufficient grounds for dismissal and in all cases the nature of the offence and the effect on the employment relationship will determine the action to be taken in accordance with the council’s HR procedures.  

Conditions
The general conditions of service as prescribed from time to time by the National Joint Council for Local Government Services and by the council for its officers shall apply to the appointment and the Single Status Implementation Agreement dated 2007 as renegotiated from time to time is hereby incorporated into the contract of employment. 

A copy of the council’s Disciplinary Procedure and Grievance Procedure will be issued to all new employees at the council’s Induction Course.

Please note if you are an applicant with previous local authority service in England, Scotland, Wales etc., you are advised to clarify your particular situation with regard to the continuity of this service, prior to accepting an offer of appointment from Belfast City Council.

Service and hours of duty
The hours of duty are 37 per week, working five days per week, Monday to Friday. Flexible working hours are in operation between 7.30am and 6.30pm, with set core times that you must be in work. However, you will be required to start and finish work at specific times that suit the operational needs of the service and you will, when advised, be required to work outside of these hours for operational reasons including on extra statutory, bank and/or public holidays. 

In accordance with the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service variations to the established working week or patterns of work will be reasonable and subject to adequate notice.  

Annual leave
Annual leave and extra statutory, bank or public holiday entitlement is calculated in hours/minutes.  

If you are appointed on the standard full-time hours of 37 per week, you will be entitled to 177.6 hours (24 days) annual leave, plus 88.8 hours (12 days) bank or other holidays. 
 
Annual leave entitlement will be increased by 37 hours (5 days) in the case of officers who have not less than 5 years’ continuous service and by a further 22.2 hours (3 days) in the case of officers who have not less than 10 years’ continuous service.

Figures in brackets represent the number of days based upon a standard day of 7.4 hrs.

If you do not work the standard full-time hours, annual leave and extra statutory, bank or public holiday entitlement will be calculated on a pro rata basis to their contracted hours, based on the standard full-time hours of 37 per week and a standard day of 7.4 hours (i.e. 7 hrs 24 minutes).

Employees are entitled to a holiday with a normal day’s pay for each of the statutory, general and public holidays as they occur.  Where the balance of the employee’s public / bank and statutory holiday entitlement has been exhausted, additional leave taken for public / bank and statutory holidays will be deducted from the employee’s annual leave entitlement.

All employees required to work on extra statutory, bank or public holidays will be remunerated in accordance with Part 3, paragraph 2 of the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service.

The leave year commences on 1 April. If an employee starts part way through the annual leave year, the employee will receive annual leave entitlement on a pro rata basis, calculated on the number of days remaining in the current leave year from the first day of employment.

Sick leave
This scheme is intended to supplement Statutory Sick Pay and Incapacity Benefit so as to maintain normal pay during defined periods of absence on account of sickness, disease, accident or assault.  Absence in respect of normal sickness is entirely separate from absence through industrial disease, accident or assault arising out of or in the course of employment with a local authority.  Periods of absence in respect of one shall not be set off against the other for the purpose of calculating entitlements under the scheme.  Employees are entitled to receive sick pay for the following periods:
	During first year of service
	one month’s full pay and (after completing four months service) two months half pay

	
	

	During second year of service
	two months’ full pay, and two months’ half pay

	
	

	During third year of service
	four months’ full pay, and four months’ half pay

	
	

	During fourth and fifth years of service
	five months’ full pay, and five months’ half pay

	
	

	After five years’ service
	six months’ full pay, and six months’ half pay



Superannuation
You will automatically become a member of the Local Government Pension Scheme (Northern Ireland) LGPS (NI) in line with scheme regulations.  You may opt out of the scheme. However, the council is required to comply with automatic enrolment provisions and will automatically enroll you at certain times. Appointees (including for casual posts), who do not meet the criteria for immediate automatic enrolment, can opt to join the scheme by contacting Payroll in writing (email payroll@belfastcity.gov.uk). The LGPS (NI) is administered by Northern Ireland Local Government Officers’ Superannuation Committee (NILGOSC) (www.nilgosc.org.uk). 

Canvassing
Canvassing in any form, oral or written, direct or indirect, will disqualify you from appointment. Candidates can, however, contact the relevant department for further information about the post.  The person from the relevant department who provides further information should not be a member of the selection panel.

Notice
The minimum period of notice to be given by you shall normally be the ordinary period from one payment of salary or wages to the next.

Belfast City Council may terminate your employment with the council by giving the following period of notice:

	Continuous service
	Period of notice

	One month or more but less than two years
	Not less than one week

	
	

	Two years or more but less than twelve years
	Not less than one week for each year of continuous service

	
	

	12 years or more
	Not less than 12 weeks



Probationary period
You may be required to complete a six-month probationary period, if this is a requirement of the relevant department, and during this time one week’s notice will be given by the council to terminate employment.

Interview expenses
Reimbursement of interview expenses is not available.
 
Receipt of applications
Completed applications must be submitted online before 12 midnight on Monday, 9 February 2026.

Please note that it is the candidate’s responsibility to ensure that their application form is submitted online by this closing date and time.  No late application forms will be considered.  No application forms or supporting information in respect of an already submitted application form, will be considered after this date and time. No hard copy application forms for this post can be issued or received either by post or by hand-delivery.

Short-listing and interview date
It is envisaged that short-listing for this post will take place on Wednesday, 11 February 2026.  While no specific testing or assessment arrangements are anticipated for this post, depending on the volume of applicants, the council reserves the right to include these mechanisms as part of the selection process. It is also envisaged that interviews will be held via MS Teams on Thursday, 19 and Friday, 20 February 2026. Applicants short-listed to attend for the interview should ensure that they are available to attend on any of these days.  
 
The council will make all reasonable efforts to accommodate applicants who are unavailable on the specified interview dates but it is under no obligation to do so.
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