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People & Culture Administrator
St Martin-in-the-Fields




Closing date – 31 January 2022






Who we are
St Martin-in-the-Fields is a unique configuration of cultural, charitable and commercial initiatives rooted in the life of a vibrant Church of England congregation. Our vision is on the Edge; This declares that we see ourselves at the heart of London, through our location on Trafalgar Square, through our national profile gained through nearly a century of broadcasting and our flagship role in social issues – but also appealing to the heart through our long tradition of choral and classical music and our reputation for compassion gained through a century of engagement with poverty and destitution. It also names our calling to be on the edge, not just of Trafalgar Square but alongside those on the edge of exclusion or oppression by society or church, and on the cutting edge of innovation in culture, commerce, charity and congregational life.
About the People & Culture Team
Here at SMITF we are building a new service provision developing our people offer and bringing forth a cultural change programme rooted in ethical innovation, transparency and care for our employees. The People & Culture Team are undertaking our HR to People & Culture transformation and are seeking vibrant and enthusiastic colleagues to join us on this enriching journey. The team is currently in its infancy, and this is a wonderful opportunity to get stuck in and help build this new provision from a grass roots level and aid in the development of our professional services across a generalist sphere within HR. 
About the role
If you’re interested in working in a culturally diverse, fast paced, dynamic environment within a complex organisation then this is the role for you. The People & Culture Team are journeying towards a new and exciting professional services offer, which puts employees at the heart of what we do. Embarking on a cultural transformation programme, the P&C Team will be working through a review of pay, benefits and rewards structures, revisiting our policy and practices to ensure DEI is at the heart of our practice whilst providing a day-to-day advisory service across SMITF. This role requires someone with a generalist knowledge of HR, who is looking to expand this alongside their skills and behaviours through a broad range of people focused projects.  
Working at St Martin’s
· Hybrid between Home and Office - St Martin-in-the-Fields, Trafalgar Square, London
· Working pattern – Flexible (35 Hours per week) + 1 hour paid lunch break. 
· Salary - £25,000 -£30,000 per annum, plus workplace pension
· Holiday Entitlement - 25 days per annum, plus 8 bank holidays 
· Perks - Free filter coffee and tea throughout your working day, 20% discount in the Café in the Crypt/Courtyard, Shop (excluding books), concert concessions and Employee Assistant Programme – EAP

Job Profile
· Deliver great administrative services to the People & Culture team and SMITF managers on all aspects of the People Lifecycle
· Support with all aspects of safely recruiting and welcoming new people to SMITF
· Support on the delivery of the People & Culture strategy and to contribute to People & Culture change initiatives and improvements


Who we are looking for
SMITF is interested in receiving applications from all suitable applicants with experience of working in the HR / People Services sphere and who possess a L3 or above CIPD qualification or equivalent experience, moreover, can demonstrate efficient administrative skills. SMITF welcomes applications from disabled applicants, and those from under-represented groups including but not limited to ethnic minorities and LGBTQ+ communities. 

Why should you apply?
· You want to make a difference to the lives of disadvantaged people whilst working within a vibrant cultural centre of musical and artistic excellence 
· You want be part of a high-performing team focused on achieving positive outcomes
· You want to progress your career and increase your own knowledge and skills in a supportive and compassionate environment
· You want a competitive salary and benefits
· You want to work in a progressive and inclusive environment that celebrates individualism and self-expression every day. 

How to apply
To apply for this post, please email the following to hr@smitf.org by 01/02/2022
· A supporting statement, explaining why you believe you will excel in this role 
· A CV detailing your relevant achievements including details of two referees, one of whom should be your current or most recent employer 
If you would like to chat about this role, please email Symon Wheelhouse, Head of People & Culture at symon.wheelhouse@smitf.org to arrange a suitable time to speak. 
Interviews will be held as suitable applications are received. SMITF reservices the right to close and appoint to this role within the stated advertising period, and so advises early applications are submitted. 
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