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The Access to Justice Foundation  

HR & Administration Officer 
 

The Access to Justice Foundation 
 
The Access to Justice Foundation (the Foundation) is a national charity solely focused on improving access to 
specialist legal advice and representation for vulnerable people. We achieve this through increasing funds 
coming into the sector and making grants to increase the reach of organisations seeking to improve access to 
justice. We are an independent funder supported by the legal profession.  
 
We are looking to recruit an experienced and professional HR & Administration Officer to provide human 
resources and administrative support across the charity. You will be joining a very friendly and driven team at a 
crucial and exciting time for the charity. 
 
The role 
 
We are looking for someone who is proactive, energetic and motivated, who is willing to compromise and works 
well with others. You will need to have an eye for detail, excellent interpersonal skills and be very organised. 
Our passion is access to justice and you will need to share that.  

Equal Opportunities 

 
The Foundation promotes equal opportunities in their own functions and that of beneficiaries. We encourage 
applications from all applicants who meet the person specification irrespective of age, religion, gender, sexual 
orientation, disability or race. 
 
Location and Access 
 
We are all working from home at the moment, although we do have a small office space in central London for 
staff who need it. When we return to the office we expect to have premises in central London. We welcome 
applications for flexible working, and would be open to this role being predominantly home working. 

Job Description 

 
Job title:  HR & Administration Officer 

Salary:  £30,000-£35,000 p.a. depending on experience, holiday (25 days plus bank holidays) and 
pension 

Reporting to: The Finance and Operations Manager of the Access to Justice Foundation 

Hours: 9am to 5.30pm four or five days a week (we welcome applications for flexible working)  

 
Contract:  One year 

Main Duties and Responsibilities: 

 
a. Operating the HR function of the Foundation, including:  

a. ensuring HR policies and procedures are up to date and operating effectively, including through 
the online Breathe platform 

b. overseeing any training requirements for staff and volunteers 
c. Processing and approving staff and volunteer expense claims 
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d. Ensuring the smooth running of the Foundation’s staff and volunteer recruitment and 
management processes 

e. Ensuring the smooth running of appraisal and performance management processes 
b. Ensuring all incoming enquiries and correspondence are dealt with correctly and in a timely manner 
c. General office administration and support to the Finance and Operations Manager and Interim Chief 

Executive 
d. Supporting the Finance & Operations Manager with Administration of finances, including record keeping 

re payment of incoming and outgoing funds  
e. Organising meetings and taking minutes for the Board and ancillary committees 
f. Providing secretariat support to the Board’s Committees 
g. Co-ordinating the office IT requirements and troubleshooting IT enquiries from staff 
h. Coordinating and overseeing the use of the current temporary premises 
i. Other tasks commensurate with the post 

 
Note – This job description does not form part of the Contract of Employment. 

Person Specification (or the qualities you will need, in no particular order) 

Essential Criteria: 

 
a. Enthusiasm for the cause and our work 
b. Experience of human resources or a human resources qualification 
c. Experience of administration including IT 
d. Experience of working with volunteers 
e. Excellent organisational skills 
f. Excellent attention to detail 
g. Ability to prioritise a varied and busy workload 
h. Ability to work well as part of a team 
i. Flexibility and willingness to learn new skills  
j. Confidence with IT including Microsoft Word, Excel, Outlook and the internet 

Desirable Criteria: 

 
a. Understanding of the legal profession 
b. Experience of finance and/or bookkeeping   
c. Understanding and experience of the voluntary sector  
d. Experience of using databases 

 

This post may entail attendance at events and other work outside office hours. Overtime is not paid but 
time off in lieu is given for extra hours worked, subject to the demands of the service. 

 


