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HR and Office Manager    Part Time, 3 days/21 hours per week  

 

Location:  MS International Federation (MSIF), Skyline House, 200 Union Street, London SE1 0LX  

 

Relationships:   Reports to the Head of Finance & Resources, working closely with Deputy CEO  

 

Salary   £40,790  

 

Job Purpose  

• Management of HR functions  

• Development and maintenance of all HR records, policies and procedures  

• Provide general HR support  

• Ensure quality and smooth running of building in respect of office resources 

• Maintain office contracts and health and safety policies  

 

About the MS International Federation (MSIF) and our movement  

MSIF, the organisation you would be joining, is a unique global network of MS organisations – 47 

member organisations and another 50 organisations with whom we work in various ways.    

‘Together we’re stronger than MS’ is the MSIF movement’s strategy for 2017-21.  We aim to mobilise 

everyone in the global MSIF movement:  organisations, people affected by MS, volunteers & staff, to 

bring the world together to improve quality of life of everybody affected by MS and end MS forever.     

Around the world we consist of 47 member organisations and we have contacts with more than 50 

additional organisations. Together, we aim to tackle the big challenges for people affected by MS in 

countries rich and poor:  greater scientific understanding and new treatments; Improved access to 

treatment; a stronger MSIF movement; confident and informed decision making by people affected 

by MS; and positive changes in attitudes, policies and practices.  

Yours would be an important position in our Secretariat in London, currently all working from home, 

which acts as a central point of communication for the whole movement, facilitating collaboration 

among members, convening members for learning and networking opportunities and providing 

capacity building support to new and emerging MS organisations.   

With 21 staff, we operate with an international outlook and flexibility, for example in hours of work or 

opportunities for working from home. We undertake regular reviews of our HR policies, with some 

new policies to be developed over the next year. Having gradually expanded over the last years, we 

now need special attention to the HR function and are looking for somebody with the experience to 

take on this role and enthusiasm to join and support our enthusiastic team.  
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The role  

• You will provide generalist HR support to managers and colleagues across the full span of 

employee relations.  

• You will help create and maintain a pleasant work environment, ensuring high levels of 

organisational effectiveness.  
  

HR Management  

1. Manage recruitment, providing advice and support to line managers on job descriptions, 

advertisements, right to work eligibility and appointment of agencies.  

2. Support new staff orientation, develop offer letters and contracts of employment for new 

colleagues and explain employee benefits including pension arrangements.  

3. Undertake ad hoc recruitment activities as and when required e.g. by initial screening of 

applicants or attending interviews.   

4. Provide mediation between conflicting parties when appropriate and work closely with 

managers and colleagues to resolve employment issues.  

5. Schedule and undertake exit interviews, when required.  

6. Effectively deal and manage HR queries, managing expectations.  

7. Provide support and advice to ensure HR policies, processes and policies are understood. 

8. Supporting all line managers on a range of HR issues in compliance with MSIF’s policies 

and procedures and employment legislation.  

9. Manage and maintain records including in relation to flexible working, staff training, annual 

leave, sickness absence; delivering advice and support to line managers and employees. 

Prepare the annual holiday reconciliation.  

10. Develop, review and update HR policies and procedures, ensuring these are in line with 

the current legislation and best practice. This will include further developing MSIF’s 

Equality, Diversity and Inclusion policies. 

11. Work with third parties where support is required to develop HR policies.  

12. Inform employees of their rights and entitlements and keep them up to date on any 

changes that are made.  

Premises and Facilities Management  

Ensure all logistical elements of running the office and manage relevant budgets, including:  

16. Manage office space requirements including liaising with building managers and third 

party contractors on repairs, renewals and maintenance.  

17. Manage desk allocation and spacing, and order new furniture, kitchen equipment etc  

18. Purchase of stationery and catering supplies.  

19. Manage contracts and relationships with external companies for cleaners, office 

equipment e.g. telephone, photocopier etc.  

20. Oversee adaptations to the office in relation to special requirements in relation to 

individual staff or situations such as COVID-19 
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21. Coordinate MSIF’s insurance policies for travel, office, director’s liability etc.  

22. Develop and maintain health and safety policies including office crisis management and 

continuity policies.  

23. Negotiate health and safety contracts, updating relevant records and undertaking risk 
assessments as appropriate.  

24. Manage projects such as lease renewal / office move  

Other duties  

25. General administration and contributing to the smooth running of MSIF.  MSIF is a self-

admin office, all members of staff are expected to respond to enquiries related to their 

area of work, do their own administration (travel bookings etc.) and occasionally take 

minutes and answer telephones.   

Person specification  

We are looking for an experienced individual with skills in all aspects of HR, and facilities 

management, a ‘can-do’ attitude and flexibility in team work.  

• CIPD qualified/ part qualified or qualified by experience  

• A clear communicator in person and on paper   

• Excellent attention to detail in all aspects of work  

• Contract management experience  

• Knowledge of health and safety requirements  

• Ability to prioritise workload, manage time and meet deadlines  

• Flexible and cooperative team player   

• An international world view and understanding of diverse cultures  

• Experience of working in an international organisation an asset  

• Prepared to travel internationally occasionally  

 

How to apply 

• Application deadline: 10.00 (BST), Thursday 2nd September 2021 

• Interviews will be held online and take place during the week of 6-10 September 2021  

• To apply, please email your CV and a covering letter (no longer than 500 words) explaining 

why you want the role and what you'd bring to our organisation in relation to the Job and 

Person Specification, stating ‘HR and Office Manager’ in the subject line. 

• Please include two professional references. These will only be contacted if an offer is made. 

• We can only give feedback to candidates who are shortlisted 

 
Eligibility 

• Applicants must be eligible to work in the United Kingdom (UK) and provide information 

regarding the basis of their right to work in the UK with their application 

• Recruitment agencies need not apply 

Inclusion  

MSIF places great value on human diversity and we are committed to creating an inclusive culture 

where everyone is able to be themselves and reach their full potential. We actively encourage 

applications from people of all backgrounds and cultures and particularly welcome applicants with 

personal experience of living with MS. Should you need any adjustments to the recruitment process, 

at either application or interview, please contact us at recruitment@msif.org.  We’re here to support 

you. 

mailto:recruitment@msif.org

