
ORCA EPA (End-point Assessment)  
 
Human Resource Officer 
ORCA EPA are looking for a HR Officer to join our rapidly growing team. You will 
provide support in the various human resource functions, which include recruitment, 
staffing, training and development, performance monitoring and employee 
counselling. You will support management and staff at ORCA, ensuring they are 
effective in their roles and provide the best quality service for our learners. The role 
will comprise of updating internal systems with employee information, supporting 
payroll, producing documentation, answering employee queries and supporting the 
recruitment process.  
 
Responsibilities: 
- Provide administrative support to business 
- Ensure the timely, efficient and accurate production of standard employee 

documents and letters   
- Monitor and update employee records, ensuring employee data is kept up to date, 

accurate and compliant 
- Assist with day-to-day operations of the HR department  
- Deal with first level employee queries, escalating where necessary 
- Log absence/sickness of staff members 
- Manage the recruitment process, screening candidates against criteria, scheduling 

interviews where necessary and completing recruitment administration tasks 
- Completing administrative tasks associated with onboarding and offboarding of 

staff 
- Communicate with new employees to schedule induction activities and complete 

relevant new starter paperwork 
- Track key employee dates and milestones and action associated tasks 
- Maintain employee training records and schedule training activities 
- Ensure all HR policies and procedures are maintained in correct format and 

location 
- Keep up to date with relevant developments in the sector to support staff  
 
Essential Skills/Experience/Qualifications: 
- Educated to degree level or equivalent  
- Experience with Apprenticeship, Assessment, Learning and Development  
- Excellent written and verbal communication skills including the ability to build 

rapport and maintain empathy  
- Experience and ability dealing with confidential and sensitive information 
- Experience of working collaboratively with both internal and external parties to 

ensure successful completion of tasks 
- Excellent IT skills and adaptable to new software packages 
- Exceptional organisation and prioritisation skills 
- Ability to work autonomously 


