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HR and L&D Coordinator

Job Summary
St Teresa’s Hospice, Darlington is seeking applications to join our HR team as HR and L&D Coordinator.

We are looking for a motivated and organised HR & L&D Coordinator to join our dedicated HR team. This is a rewarding opportunity to support the delivery of high-quality care by ensuring our people – staff and volunteers – are recruited, developed and supported to thrive.
Working across all areas of HR with a focus on Learning and Development (L&D), you will play a key role in supporting managers, strengthening workforce capability, and enabling a positive employee experience, all within a compassionate hospice environment where every role truly matters.
Location: Onsite at St Teresa’s Hospice, The Woodlands, Woodland Road, Darlington, DL3 7UA 
Hours: 30 hours per week, preferably Tuesday to Friday 09:00-17:00, with flexible working available via our flexi-time scheme. Permanent post.
St Teresa’s Hospice Band 4: £26,752 - £28,176 per annum, pro rata. 

Important application info:
Successful applicants are required to provide a basic disclosure. Disclosure expense will be met by St Teresa’s Hospice. All posts are subject to a six-month probationary period.
The closing date for this job is: Sunday 28 June 2026 or as soon as sufficient applications have been received. Please apply as soon as possible to be considered for this role.  
Please be aware that we do not have a sponsor license and are therefore only able to appoint candidates who are eligible to work in the UK.
Main duties of the job:
We are a forward thinking, inclusive registered Charity with Inpatient, Outpatient and Hospice at Home services, providing care and support to palliative patients and their families in their own homes and at St Teresa’s Hospice. 
As HR & L&D Coordinator, you will:
· Support managers with recruitment processes to attract and retain high-quality staff and volunteers
· Ensure HR records, systems and documentation are accurate, compliant and up to date
· Provide guidance to managers on HR processes and employment legislation
· Lead on the coordination and administration of Learning & Development activity
· Facilitate training sessions and contribute to building a culture of continuous learning and improvement
· Help deliver key HR initiatives that support workforce development and organisational priorities
You will be a central point of coordination across HR and L&D, ensuring smooth processes and a professional, responsive service.


About you:
We’re looking for someone who is:
· Experienced in HR administration and/or coordination (ideally within healthcare or a similar setting)
· Passionate about learning, development and supporting others to succeed
· Confident facilitating or coordinating training sessions and learning activities
· Highly organised, with excellent attention to detail and the ability to manage competing priorities
· Knowledgeable about (or willing to develop knowledge of) UK employment legislation and HR best practice
· A strong communicator who can build effective working relationships with managers and colleagues
For further details, please see the job description and person specification. An induction and ongoing training will be provided.
About Us:
Join an organisation where we all work together for a shared charitable goal, based in beautiful grounds, with a community feel and an inclusive culture.
Benefits of working for St T's include:
· Training and development opportunities
· Flexible working schemes
· Generous company annual leave, sick pay, and maternity/paternity/adoption pay entitlements
· Opportunities to attend and participate in fun and exciting fundraising and awareness events
· Workforce events, including long service awards
· Employee Assistance Programme including free counselling/CBT
· Discounted complementary therapies including acupuncture & massage
· Onsite Bistro
· Free eye tests for computer users
· Hospice-based staff are eligible for free annual flu jabs
· Free will-writing service via Octopus Legacy 
· Discounted local leisure centre membership and eligibility for Blue Light discount card

Please contact HR for further details.
St Teresa’s Hospice complies with GDPR during the recruitment and selection process. For information on how we process your data, please see the NHS Jobs Privacy Notice and St Teresa’s Hospice Recruitment Privacy Notice.
St Teresa’s Hospice is a Disability Confident Employer. We are committed to employing and retaining disabled people, and we encourage applications from all sectors of the community.
To apply:
You can apply online at: https://www.jobs.nhs.uk/candidate/jobadvert/B0481-26-0007, or go to www.jobs.nhs.uk and search for vacancy reference: B0481-26-0007

For more information about the role, please contact the HR Office on 01325 254321. 
Our Values:
Our values are our core beliefs. They explain who we are, what we believe in and what we stand for.
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Our Values are our core beliefs.
They explain who we are, how we work, what we believe in and stand for:

Excellence in
everything

A welcoming Dedicated Compassion Support at
space to care in all we do every stage
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St Teresa’s Hospice is a registered charity (no: 518394) trading under the name ‘Darlington & District Hospice Movement’.
It is a limited company (no: 02080756) registered in England at The Woodlands, 91 Woodland Road, Darlington, DL3 7UA.




