
Humphries Kirk Solicitors 
Support Staff Job Specification 

 
Humphries Kirk Solicitors is a well-known, medium sized, regional law firm with 8 offices across Dorset, 
Somerset and Wiltshire and approximately 150 employees and 18 Partners. 
 
We are now seeking a Full time HR Advisor to be based in the HR Department at our Wareham office.   
 
Role/Candidate Profile: The role will ideally suit a skilled HR Generalist who is used to working in a multi-site 
environment, and who is able to communicate effectively with people at all levels, and advise and work with 
stakeholders and senior members of the firm, in order to proactively progress the firm’s objectives.  The main 
duties are set out in the job description. 
 

When sourcing new colleagues, as well as looking for the appropriate competencies in relation to the role, we 
also look for individuals aligned to our Values which are:  Accountability, Continuous Improvement, Excellence, 
Honesty & Integrity, Mutual Respect and Teamwork.  
 

Knowledge, Skills and Experience Required:  

 
Essential 

 
Highly Desirable 

HR Generalist with  minimum of 4 years’ recent experience in 
a similar level role, who possesses the relevant working 
knowledge and appropriate level CIPD qualification.  

Level 5 CIPD qualification 

Proven experience of providing advice and guidance on a 
wide range of employee relations matters  

Experience in a multi-site organisation 

Ability to advise and work with senior members of staff and 
stakeholders 

Professional Services background 

Strong analytical skills with experience of managing HR 
information and providing clear and concise reports for 
stakeholders  

Payroll preparation 
 

Proven ability to review, design and communicate clear and 
fair company policies in line with employment legislation and 
the firm’s values 

Experience of implementing 
recruitment campaigns 

Working knowledge of HR software systems Experience of implementing HR systems 

Strong organisational and administrative skills  

A high regard for confidentiality and diplomacy  

Personable and collaborative individual with strong 
communication skills 

 

Appropriate computer and keyboard skills including Microsoft 
Office  

 

Excellent written and spoken English  

Articulate and numerate  

Ability to juggle conflicting priorities and work to deadlines  

Resilience and tenacity  

Professionally presented both visually and verbally   

Attention to detail and a high level of accuracy  

Conscientious and capable  

Good timekeeping and reliability  

Driver with own car who is willing to travel to other offices 
when required (once Covid restrictions are lifted) 

 

 
Annual salary:  From £32k (dependent upon competency and experience level) 
Hours:   Monday to Friday 9-5.00pm with a 1 hour lunch break (35 hours per week) but with 

flexibility in order to meet business need. 
Holidays:    25 days plus bank holidays and ½ day for birthday.   
Other benefits:  Subject to eligibility - contributory pension scheme, Life Assurance, Perkbox, 
   discretionary bonuses.  


