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HR Operations Team Lead

	[bookmark: _Hlk122621579]Job grade
	4
	Reports to
	HR Manager

	Directorate
	People

	Function
	HR Advice and Operations

	Contract 
	Permanent 

	Location
	Hybrid working, with two days per week at Regent’s Park / Whipsnade sites



Responsibility for resources

	Direct line reports
	2
	Responsibility for other resources
	Confidential staff data and GDPR processes

	Financial resources
	0
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
The HR Operations Team Lead plays a pivotal role in leading and continuously improving HR operations across the employee lifecycle, ensuring the efficient, accurate and compliant delivery of HR processes and services. They oversee the day-to-day administration workflow, promote consistency and best practice, and work collaboratively across the People Team to identify and implement process improvements that enhance service delivery and the employee experience. 

Working closely with the HR Systems & Data Analyst, they help translate operational insights into practical improvements, driving efficiency, quality and continuous improvement across HR Operations.

Key responsibilities

· Own the effective delivery of HR operational processes across the employee lifecycle, ensuring HR operations services are accurate, compliant, and delivered to agreed standards.
· Lead and coordinate HR workflows across onboarding, contractual changes, employee movements, leavers, and position management ensuring seamless integration between HR, recruitment, and payroll systems.
· Act as the team lead for HR operational processes, providing guidance on employment legislation, policy, and best practice.
· Monitor and continuously improve HR operational performance, identifying opportunities to enhance efficiency, quality, and employee experience.
· Lead HR operations improvement projects, driving process standardisation, automation, and service enhancements across the People function.
· Develop, maintain, and embed HR operational procedures, standards, and documentation to ensure consistency and compliance.
· Champion a culture of continuous improvement, proactively identifying and implementing solutions that reduce administrative burden for managers, employees, and People colleagues.
· Work in partnership with the HR Systems & Data Analyst to ensure operational processes support accurate, timely, and compliant people data management.
· Implement controls and quality assurance measures to strengthen data integrity and minimise operational risk.
· Collaborate with stakeholders across People and Finance, and the wider organisation to deliver operational priorities and support key projects.
· Support the development and effective use of people metrics, dashboards, and reporting by ensuring robust operational processes and high-quality data inputs.
· Drive alignment of HR operational practices across UK and international locations, promoting a consistent and scalable One ZSL approach.
· Provide hands-on support with HR administration activities during peak periods, particularly payroll processing and employee lifecycle changes, to ensure continuity of service, accuracy, and compliance.

The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.

Values and behaviours for people management 

· Collaborative: creates an engaging environment where people feel comfortable asking for help or support
· Ethical: creates a culture which ensures everyone is treated fairly with dignity and respect
· Impactful: delivers results on time and to the agreed standards
· Inclusive: makes decisions that promote transparency and inclusion
· Innovative: is forward thinking and able to see the broader picture when planning and organising work
· Inspiring: has self-awareness and seeks feedback to better understand own style, approach and impact on team/staff motivation


Person Specification
	Experience

	Essential
	· Previous experience of working in an HR coordination or operations focussed role with a regular application of employment law, regulations and compliance requirements
· Experience of providing 1-1 development or management support to organisational support roles, such as administrators, interns and/or apprentices
· Experience of developing process-maps and analysis to improve systems or HR workflow for automation, efficiency or effectiveness
· Experience of developing and working with data dashboards and reporting tools, including Power BI, to analyse people data, identify trends, and generate insights that support operational and strategic decision-making.

	Desirable 
	· Educated to A-level standard in relevant subjects or equivalent qualification, or demonstrate such a level of equivalent qualifications and experience through relevant practical work experience.

	Knowledge and skills

	Essential
	· Proficient in using HRIS (Human Resources Information Systems) platforms such as Eploy, iTrent or People First
· Familiarity with relevant HR technologies for data management and HR workflow optimisation
· Ability to engage with internal stakeholders to understand their needs and improve their experiences with HR operations and administration 
· Advanced skills in using MS office packages, specifically Excel and PowerPoint or equivalent software packages will be acceptable.
· Comprehensive knowledge of HR processes, including onboarding, contracting, and employee life-cycle changes
· Strong problem-solving skills to address challenges in HR operations and implement effective solutions proactively and at pace
· Attention to detail to ensure accuracy in HR documentation and compliance with contractual requirements

	Desirable
	· Able to proactively keep up-to-date with external trends and developments and consider how they will impact HR operations and administration at ZSL

	Additional requirements

	Essential
	· This post is a blended role for office and home working; some travel to Zoo sites will be required. 
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)
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