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	Job Title
	Employment Services Officer

	School/Department
	Human Resources Office

	Job Level
	UNNC Scale A level 3

	Job Family
	Administrative, Professional, and Managerial

	Contract Status

	Full time


	Working Hour
	Regular working hours, Monday to Friday 

	Location
	University of Nottingham Ningbo China

	Responsible to
	Deputy Director of HR Operations, HR Office



Purpose of role
The Employment Services Officer is responsible for delivering high-quality employment services to staff across the employee lifecycle, ensuring the accurate, efficient and compliant administration of employment contracts, staff benefits, talent subsidy schemes and related employment services.
The role holder is expected to provide professional advice and support to staff and managers, maintain effective relationships with government authorities and external service providers, and contribute to the continuous improvement of employment services, systems and processes. The role holder is also expected to undertake data analysis, reporting and service improvement activities, and where required, provide day-to-day guidance and functional support to junior team members to ensure consistent service standards, compliance and operational excellence.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Employment Services Delivery
· Provide professional advice and support on employment-related matters, ensuring high standard of customer service, accuracy and efficiency;
· Manage employment contract administration throughout the employee lifecycle, including contract preparation, issuance, amendments and renewals, ensuring compliance with relevant legislation, university policies and internal controls;
· Administer staff benefits and related services, ensuring accurate enrolment, maintenance of records, claims processing and staff communications;
· Process and calculate allowances, benefits and other employment-related payments accurately and in a timely manner;
· Manage employee exit processes, including offboarding administration, exit documentation and exit interviews where required;
· Support the University and eligible staff in applying for government-funded talent subsidies and related programmes;
· Manage HR service mailboxes and service channels, ensuring enquiries are handled accurately, professionally and within agreed service levels;
· Monitor staff satisfaction with employment services, address service issues and complaints appropriately, and identify opportunities to enhance service quality and staff experience;
· Deliver information sessions, workshops and training on employment-related topics when required.
	50%

	




2

	
Vendor Management and External Relations
· Develop and maintain effective working relationships with relevant government authorities, regulatory bodies, external service providers and business partners to support staff needs and university objectives;
· Manage relationships with service vendors and external partners, ensuring service quality, contractual compliance and value for money;
· Regularly review and evaluate vendor performance, identify improvement opportunities and address service issues where necessary;
· Coordinate activities across HR teams and with internal and external stakeholders to ensure effective service delivery;
· Work collaboratively with government departments and external partners to organise staff information sessions, briefings and engagement activities.
	10%

	3
	Service Improvement and Development
· Identify opportunities to improve employment services, enhance staff experience and increase operational efficiency;
· Lead or support continuous improvement initiatives, projects and process reviews relating to employment services;
· Review employment services processes and controls to ensure effectiveness, compliance and consistency;
· Monitor legislative, regulatory and policy developments and recommend updates to relevant policies, procedures and practices;
· Maintain and update SOPs, service guides, checklists and process documentation;
· Support the implementation, optimisation, testing and enhancement of HR systems and digital solutions related to employment services;
· Contribute to the development, review and implementation of HR policies, guidelines and service standards.
	15%

	4
	Data Management and Reporting
· Maintain accurate employment services data, records and documentation in accordance with data governance requirements;
· Manage employment-related charges, claims, payments and associated records;
· Conduct data analysis and prepare reports, statistics and management information for internal stakeholders and external authorities;
· Analyse trends, identify risks and opportunities, and provide recommendations to support decision-making and service improvement;
· Implement regular data validation and quality assurance processes to ensure data accuracy, integrity and completeness;
· Monitor compliance with record-keeping requirements and support audit activities where required.
	10%

	5
	Functional Oversight and Team Support (where applicable)
· Provide day-to-day guidance and functional support to junior team members on employment services processes and procedures;
· Review work completed by junior staff to ensure accuracy, consistency and compliance with established standards;
· Provide on-the-job coaching, knowledge sharing and training to support capability development within the team;
· Promote high standards of customer service, professionalism and continuous improvement across employment services activities.
	10%

	6
	Other:
· Contribute to the implementation of HR strategies, initiatives and projects as assigned;
· Support the delivery of HR projects and lead projects when asked;
· Work on rotation and support other HR teams where necessary;
· Participate in training and staff development events as trainer or trainee as appropriate;
· Maintain appropriate professional development, expertise and awareness;
· Undertake other tasks and responsibilities as may reasonably be required.
	5%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Strong analytical skills and problem-solving skills;
· Excellent planning, organisation and time management skills;
· Strong data analysis and reporting skills;
· Excellent verbal, written and presentation communication skills in both Chinese and English;
· Excellent customer service, stakeholder management and relationship-building skills;
· Strong collaboration and coordination skills with the ability to work effectively across teams;
· Ability to manage multiple priorities and meet deadlines in a fast-paced environment;
· Proficiency in Microsoft Office applications and familiarity with HR systems.
	

	Knowledge and experience
	· Minimum 3 years of relevant experience;
· Good knowledge of employment legislation, labour regulations, staff benefits administration and HR operational practices; 
· Experience handling staff enquiries, service issues and case management;
· Experience in process improvement, project implementation or service enhancement initiatives;
· Experience in vendor management and service contract administration.
	· Advanced knowledge of the principles and practices of human resource management;
· Experience of working in Sino-foreign joint ventures/ international universities;
· Experience of working in international companies, especially professional services/educational organisations;
· Experience supervising or mentoring junior staff is preferred.

	Qualifications, certification and training (relevant to role)
	· Bachelor’s degree in HR, Business, Marketing, Communication, English or other related discipline.
	· Master’s Degree in HR, Business, Marketing, Communication, English or other related discipline;
· Overseas study experience is preferred;
· Professional certification in HR is preferred.

	Statutory, legal or special requirements
	· Service-oriented mindset with a strong commitment to staff experience and service excellence;
· High level of integrity and ability to handle confidential and sensitive information appropriately;
· Strong attention to detail and commitment to accuracy;
· Proactive, adaptable, and resilient in handling complex and changing priorities;
· Ability to balance operational delivery with improvement initiatives.
	






	Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is open and welcoming of others, approachable and respectful. Considers the wider point of view and delivers appropriate support and guidance to colleagues.

	Taking ownership
	Shows initiative and takes responsibility for own actions. Offers clarity and tactful support to colleagues to aid decisions and actions.

	Forward thinking
	Demonstrates the ability to learn, and enjoys the opportunity to develop. Likes to share and implement new ideas and improvements in their area of work. Seeks feedback from others.

	Professional pride
	Is self-appraising, seeking feedback from others and acts as a great role-model at all times. Keen to deliver the job well and be an effective member of the team.

	Always inclusive
	Is sensitive to the needs of others and understands every person is important, right across the organisation, irrespective of level, culture, disability or any other characteristic.


	Key relationships with others





Deputy Director of HR Operations, HR Office


Employment Services Officer


Colleagues and external stakeholders


Line manager


Role holder


Key stakeholder relationships


Staff


Direct reports (if applicable)
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