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Job Description:  HR and Administrative Officer  

Post Title: HR and Administrative Officer  

Salary: £24,000 pro rata 

Duration: 6 months fixed term (with possibility of extension) 

Hours: 15 hours per week / flexible working 

Start-Date: April 2022 

Location: Flexible (Home/occasionally at Cardiff office for team meetings) 

Line-Management: Programme Officer 

 

*All of our team currently work on a 4 day (30 hour) flexible working week (usually Monday - Thursday). 

 

About Cynnal Cymru – Sustain Wales  

Cynnal Cymru - Sustain Wales is a not-for-profit organisation providing advice, training and support 

services to help organisations turn sustainability aims into action.    

We are the official partner of the Carbon Literacy Project in Wales and the real Living Wage accreditation 

partner in Wales.  Our team of sustainability specialists work to support organisations across three core 

programme areas: (i) low carbon economy, (ii) natural environment and (iii) fair and just society.  

 

The Role  

We are in an exciting phase of expanding our team, in particular to grow the real Living Wage in Wales. 

We are looking for an experienced administrator to facilitate the Living Wage accreditation process and 

support with HR functions.  

Cynnal Cymru is a bilingual organisation and an ability to communicate through the medium of Welsh as 

well as English is desirable. 

The Administrative Officer will work under the guidance and supervision of a new Living Wage 

Programme Officer and the Director. We are looking for a candidate who has excellent organisational, 

writing and digital literacy skills, has the ability to learn new processes, who takes initiative and has 

experience in HR support. 

 

 

 

 

https://carbonliteracy.com/
https://livingwage.wales/


Cynnal Cymru - Sustain Wales  |  HR and Administrative Officer |  March 2022 

 

 

Key Responsibilities 

 

Living Wage Administration  

• Lead on Living Wage in Wales administration and accreditation using Salesforce customer-

relationship management CRM system.  

• Co-ordinate and respond to Living Wage enquiries from staff, customers, members, stakeholders 

and media.  

• Work with Living Wage Programme Officer to keep the livingwagewales.com website up to date. 

• Schedule and attend meetings, create agendas and take minutes for Living Wage related 

meetings at national and regional level.  

HR  

• Ensure all new employees are inducted and familiarised with Health, Safety and emergency 

procedures, all relevant forms are signed promptly and passed to payroll 

• Keep personal files up-to-date, confidential, and complete with all necessary forms. 

• Manage staff leave system 

• Identify training needs and arrange necessary training for staff 

• Support with creation of salary framework 

• Support with creation of staff development framework  

• Support with performance appraisals for all relevant staff as and when required in liaison with 

line managers  

• Conduct exit interviews 
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Person Specification  

Essential 

• Excellent organisational abilities including time management and attention to detail 

• Excellent telephone, written and verbal communications skills 

• Experience of using Salesforce or similar customer-relationship management CRM packages OR 

proven ability to quickly learn new computer packages or programmes 

• Experience in organising large meetings with diverse stakeholders 

• Experience of using communication and conferencing platforms such as Microsoft Teams and 

Zoom 

• Good knowledge of Microsoft Office including Word, PowerPoint, Excel and digital filing in 

Microsoft Sharepoint 

• Experience supporting with HR systems and processes 

• Experience of taking minutes at board level 

• Basic financial administration 

 

Desirable 

• Welsh language (good level of verbal and written skills) 

• Undergraduate degree, HND or more than 3 years’ experience of administration/HR 

• Experience of planning and running projects and events 

• Knowledge and background in sustainability 

• Experience in updating website content, digital newsletters  

• Experience of working with and overseeing different stakeholder groups 

 

 

How to apply 

Please send your application to jobs@cynnalcymru.com by 5pm on Monday 14 March, including your: 

• Cover email 

• Application form 

• Equal opportunities form 

Please note we do not accept CVs. 

The online interviews will take place March 2022. 

 

For more information about this role, please contact Lynsey Jackson, Programme Manager at 

lynsey@cynnalcymru.com 

  

mailto:jobs@cynnalcymru.com
mailto:lynsey@cynnalcymru.com
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Further information 

Working practice 

We recognise the value in creating a balance between work and home life so we do what we can to 

accommodate flexible working. We work up to a four day (30 hour) working week. 

We are actively seeking to reach a diverse pool of candidates and we are happy to consider any 

reasonable adjustments that any potential employees may need to be successful. 

• Up to four day working week (usually Monday - Thursday) 

• Flexible working 

• Hybrid working 

Our office is based in the centre of Cardiff and is easily accessible by public transport. 

We are currently operating a hybrid working model with staff working between the office and home in 

response to current Covid-19 guidelines. 

Interviews 

We use a blind recruitment process at Cynnal Cymru. 

Please get in contact to discuss anything you might need to access and take part in the interview process 

or have other questions about the application process. 

If you are invited to interview for the position, do let us know if you would like any carer's costs that you 

incurred due to attending this interview to be reimbursed.  

Diversity and Inclusion  

Cynnal Cymru is committed to providing equal employment opportunity in all its employment programs 

and decisions. We recognise that a diverse and inclusive movement is critical to solving climate change 

and other sustainability challenges, and that we must ensure that those directly impacted – particularly 

those who have been excluded in the past – are at the centre of the movement for change. 

We do our best to make staff positions accessible to all potential team members, regardless of race, 

colour, national origin, ethnicity, age, disability, assigned gender, gender expression or identity, sexual 

orientation or identity, religion or creed, veteran status, and marital or parental status. We strive to 

recruit team members from communities most impacted by climate change or impacted by other kinds 

of environmental, social, and economic injustice. We therefore strongly encourage applications from 

people of colour, women, LGBTQ people and members of marginalised communities. 

Sustainability   

We expect you to carry out your job responsibilities in a sustainable manner, ensuring as little damage to the 

environment as possible.  Our aim is to ensure all resources are utilised effectively, efficiently and ethically. 

Welsh Language Policy  

In carrying out our work, we try to be as bilingual as possible in our daily operations and treat the English 

and Welsh languages equally so far as is appropriate in the circumstances and reasonably practical. 


