
    

HR OFFICER - (REF.: HRO_NJ_16) 
 

The Josep Carreras Leukaemia Research Institute (IJC) is a non-profit research institute based 

in Barcelona and dedicated to advancing our understanding about leukaemia and related 

disorders, in partnership with the University of Barcelona and University Autònoma of Barcelona. 

The IJC has laboratories in three clinical campuses: i) Clinic Hospital, ii) Sant Pau Hospital and 

iii) Germans Trias i Pujol Hospital. IJC serves as a collaborative hub for basic investigators and 

physicians to work together on fundamental biological and clinical aspects of leukaemia. The IJC 

offers an excellent work environment built around a multi-disciplinary fusion of ideas and state-of-

the-art facilities. 

 

The Human Resources Unit is looking for an HR Officer to carry out strategic and administrative 

HR functions and to support our scientific and administrative staff. 

 

HR Unit aim to reinforce IJC’s mission through delivering high-level services throughout the 

organization. The HR Unit deals with all issues related to the employee life cycle: recruitment and 

selection, contracting, training and development, promotion, compensation and benefits, health, 

and safety, employee and student visa, onboarding and leave management. 

 

What we need 

 

- University degree or similar. Postgraduate or Master Resources will be a plus 
- 3 years’ experience in an HR unit with a general understanding of HR processes and 

policies in an international context. 
- Experience in the HR unit in research or scientific organization will be a plus. 
- Full command in Spanish, English, especially English writing skills. 
- Used to work in HR metrics (excel advanced will be an asset) 
- Competencies:  

 
Effective verbal and written communication 
Proactivity, fast drive person 
Customer orientation 
Structured mindset: planning and organizational skills  
Teamwork  
 

- Ability to learn HR Information Systems and other related HR databases or software. 
- Strong skills in Microsoft office. (Excellent in Excel). 

 
Reporting to the Head of HR, the main responsibilities of the selected candidate will be: 
 
Main responsibilities 

 
- Personnel Administration: Provide first-line HR support to the research groups assigned 

(supervisors, employees, and students) in everything that has to do with the employee 
life cycle. 

- Labour relations: You advise managers and employees in work relations topics aiming to 
resolve any day-to-day issues that may arise. 

- Policies and procedures: You manage, improve and scale various administrative 
processes such as payroll process, contract management processes, KPIs process, ERP 
processes and review process administrations. 

- Reporting metrics and KPIS: You track and report on key HR metrics like headcount/FTE, 
salaries’ evolution, cost per hire, forecast scenarios and so on. You oversee and improve 
the set of strategic KPIs for your area of expertise, analyzing and proposing improvement 
measures. 



    

- Budget: - You participate in the reporting and personnel costs by Labs/Units/Department 
(actuals and forecast) and helping create personnel budgets. 

- Support to Talent management: Coordinate and implement of training activities 
- Recruitment and Selection of the research groups assigned: Organize, manage and 

disseminate job advertisements; Interview as HR member in the recruitment committees; 
Maintain our Jobs Portal and create selection reports. 

- Manage internships agreements and collaborations with other institutions. 
- Contribute with new ideas and solutions aimed at improving the efficiency and 

effectiveness of HR processes. Providing strategic vision to the Unit. 
- Support the Head of the Unit in other talent management and administration functions 

related to development of policies. 
 

What we offer 

 

- Located in IJC Campus Can Ruti, Badalona 

- Temporary full-time position with the possibility of a large extension 

- Starting: March 2022. 

- Salary commensurate with qualifications and experience. 

- The stimulating environment of the Barcelona metropolitan area.  

- Teleworking 

 

 

How to apply 

 

To apply for this opportunity, please send your resume and a cover letter and (incl. the contact 

details of two referees) to jobs@carrerasresearch.org including the reference REF.: HRO_NJ_16 

in the email subject. 

Please submit your application by March 6th, 2022  

 

Applications will be regularly reviewed, and potential candidates will be contacted. 

 

Who we are? 

 

Our mission is to carry out research into the basic, epidemiological, preventive, clinical and 

translational aspects of leukaemia and other hematologic malignancies. 

The vision of the Josep Carreras Leukaemia Research Institute is that research will identify new 

therapeutic targets and enable us to develop more precise and less aggressive treatments.  We 

aspire to understand the origin and development of leukaemia and other malignant hematological 

pathologies in order to be able to prevent them.  We will work for a future in which all leukaemia 

will be curable. 

For further information, please, visit our webpage: http://www.carrerasresearch.org/en and the 

Josep Carreras non-profit organization: https://www.fcarreras.org/en 

The European Commission awarded the IJC the HR Excellence seal in July 2019. The IJC 

continues to work to maintain its policies in line with the Charter and Code principles. 

The HRS4R has the main objective of ensuring that research centers of excellence implement 

and respect the requirements of the European Charter for Researchers and the Code of Conduct 

for hiring researchers (from here on referred to as the Charter and Code) within their human 

resources policies. 

This EC initiative aims to promote training, professional development, and mobility for all 

European scientists.  The IJC supports these values and principles, which will not only serve to 
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strengthen its internal policies but will actively stimulate excellent research and firmly situate the 

organization as an institution with a stimulating working environment that favors the development 

of its scientists.  

 

IJC is an equal opportunity employer. We evaluate qualified applicants without regard to race, 

colour, religion, sex, national origin, disability, and other legally protected characteristics. 


