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Job description

Job Title: 

Head of HR & Resources
Salary: 

£36,000 
Hours: 


35 per week (including occasional evening meetings)
Responsible to: 
CEO
** Candidates are encouraged to read this alongside the Background Information provided.
Summary of post:

This Senior Management role will work closely with the CEO to deliver operational management for Central Team services. As Manager of the Central Team you will be responsible for overseeing the operational delivery and delegation of duties to ensure the following areas are effectively managed:

· Human Resources and Personnel Management

· Premises and Facilities Management
· Volunteers and Communications Management
· Finance Administration

The post-holder will be responsible for overseeing organisational compliance with relevant quality standards and legal and statutory requirements with regards to Human Resources, Health & Safety, Premises, and Charity and Company law. 

The post-holder will need to exercise a high level of discretion and integrity and be able to build confidential and mutually trusting relationships with the CEO, Trustees and other Senior Management Team members.
Senior Management

1. Work with CEO to develop annual operational objectives for the Central Team and report to Executive Committee on progress towards these

2. Prepare and present relevant reports to the Executive Committee and sub-committees as required

3. Facilitate and participate in monthly Senior Management Team Meetings, preparing agendas, taking minutes, and monitoring progress towards actions

4. Manage the Central Team Budgets, work with the Finance Manager to set and monitor annual budget and provide monthly variance reports 

5. Lead by example and represent Centre 404 values, beliefs and standards in all areas of work
HR and Personnel Management
6. Work closely with the CEO and Personnel Committee to develop and implement organisational HR, personnel strategies and good practice
7. Lead on facilitating, servicing and reporting to the Personnel Committee in line with annual reporting schedule and work plan
With support from the HR team, oversee and lead on the operational management of HR, personnel and employee relations issues including:
8. Providing line management to ensure the recruitment and employee work cycle is managed and monitored effectively

9. Providing HR guidance to colleagues, senior managers, line managers and employees in line with Centre 404 policies and procedures and employment legislation
10. Conducting investigations, disciplinary, grievance and appeal hearings and leading on any complex and legal issues that may arise (including TUPE)
11. Ensure HR procedures and systems are implemented, and data management is updated and maintained in line with data protection legislation, including GDPR, being the person of responsibility for the Central Team
12. Work with Finance Administrator and HR Officer to check and oversee the monthly payroll. Provide guidance and make final decisions on any pay related issues 
13. Update Centre 404 personnel policies in line with relevant changes to employment legislation. Ensure relevant colleagues are kept up to date with any changes to HR practice and procedures
14. Design and deliver in-house induction and training sessions to staff and develop internal workshops for line managers around HR management and personnel policies and procedures
15. Provide guidance on volunteer management issues and development of volunteer handbook and procedures
Resources Management (Training in this area can be provided if necessary)
Oversee the effective management of resources for the charity. This will include: 

16. Providing line management to the Premises Manager to ensure: 

· That the building is safe, well maintained and nicely presented

· That all day to day and cyclical systems, repairs and maintenance are completed on time and to a high standard 

· That relationships with contractors are reviewed, well managed and achieve best value

· That all premises and facilities and health and safety systems are operating effectively and in line with Centre 404 policies and procedures and risk assessments. 
· Effective liaison with IT Support contractors, and assist with any IT projects or reviews 
17. Facilitate and report to Centre 404’s Building Committee, and assist the Project Team on our Phase 3 Building Development Project (**see details on page 4)
18. Provide line management to Volunteer and Communications Co-ordinator around the development and production of Centre 404’s information and promotion resources, ensuring compliance with data protection and internal policies and procedures

Quality and Compliance

19. Ensure Centre 404 organisational policies and procedures are updated and implemented and in line with relevant legislation 

20. Work with Trustees and Company Secretary to complete annual returns for Charity Commission and Companies House on time and in line with relevant legislation

21. Ensure CEO is kept informed of any serious HR, premises, health and safety or insurance matters or complaints and seek relevant legal advice where required to ensure Centre 404 complies with its responsibilities and obligations
22. Ensure high levels of customer care and complaint management are provided
23. Lead on and maintain relevant external quality accreditation, this includes UKIED (UK Investing in Equality and Diversity) and work towards implementing PQASSO (Practical Quality Assurance System for Small Organisations)
24. Complete annual organisational insurance renewal. Lead on dealing with any insurance claims or matters as required and ensure compliance with any reporting responsibilities 
Team Management

25. Provide overall management and leadership for the Central Team support staff, delegating duties as required to ensure that team resources are fully utilised and effective in delivering targets and high standards of work
26. Ensure regular team meetings are held and that all staff members are clear on their roles and responsibilities and areas of work
27. Provide line management and supervision to members of the central team as required, direct supervisees are currently: HR Officer, Premises Manager, Volunteer and Communications Co-ordinator and Finance Administrator 
28. Ensure that adequate induction, training, and supervision is in place for the team
General Duties 
· Adhere to all Centre 404 policies and procedures and to the requirements of funding organisations

· Promote and adhere to Centre 404 Equality and Diversity mission and Equality and Diversity Policy and contribute to an accessible and welcoming work environment

· Maintain confidentiality of information relating to service users, volunteers, staff and any sensitive issues relating to the work of the organisation
· Contribute to your personal and professional development by attending regular support and supervision sessions and training as identified by your line manager in relation to your role and responsibilities
· Assist and supervise volunteers where required and adhere to Centre 404 values in relation to supporting volunteers
· Be flexible and available to work evenings and weekends in accordance with the needs of the post and the organisation as a whole
· Attend staff meetings and other committees when requested
· Aim to meet targets as set and agreed with your line manager in relation to your personal development 
· Support the Central Team to organise and attend the annual AGM, fundraising functions, events and staff away days as required. Time off in lieu will be given for activities outside of normal working hours
· Undertake any other reasonable duties as commensurate with the aims of the post and as requested by management
**PHASE 3 DEVELOPMENT PROJECT

In 2012 Centre 404 completed a major refurbishment of our charity premises and community centre to make it more accessible and to increase the number and variety of activities that we can deliver. This project was a huge success and as a result we are now in the process of developing the premises further to include 2 new meeting room extensions and to renovate and improve the exterior and original Victorian features. 
The post holder will form part of the Project Development Team, and will undertake some additional project work with the Premises Manager in this area to ensure that office staff and facilities are effectively managed and supported during any construction work. 

The post-holder will also assist the Project Team with information and support as required. The Project team is made up of a Project Manager/Consultant, Architects, Engineers and Surveyors. 

This is a very exciting project for Centre 404 and we hope that this final phase of our Building Development Project will create additional resources and facilities for family carer groups, staff training and development, and venue hire. 
Person Specification
(E) Essential requirements
(D) Desirable requirements

	Qualifications
	Hold a graduate qualification or equivalent level professional qualification in a relevant field (e.g. CIPD level 5-7)
	E

	
	Substantial experience in a similar or relevant HR or Resources Management role (at least 2 years)
	E

	Knowledge & Experience
	Experience of managing projects, teams and services in a busy office or community-based environment
	E

	
	Experience of operational HR management including recruitment and retention, conducting disciplinary meetings and payroll
	E

	
	Working knowledge of employment law and good practice in relation to HR management, strategy, policies and procedures
	E

	
	Experience of working closely with senior managers and dealing with confidential and sensitive areas of work
	E

	
	Knowledge of premises, facilities and health and safety legislation and responsibilities 
	D

	
	Understanding of voluntary sector and community-based work and the issues facing people with a learning disability 
	D

	
	Experience of setting and monitoring budgets
	D

	
	Understanding of, and commitment to safeguarding and promoting the welfare of vulnerable children and adults 
	E

	
	Commitment to concepts of inclusion and diversity and ability to handle confidential and sensitive information appropriately
	E

	Skills/Abilities
	Approachable and confident communicator with the ability to relate to a wide range of people, and deliver presentations and staff training 
	E

	
	Ability to develop and maintain confidential, trustworthy and professional relationships with CEO, Trustees, Senior Management Team and external professionals
	E

	
	Proven negotiation skills with the ability to compromise and exercise resilience, good judgement and discretion when dealing with complex and confidential issues 
	E

	
	Excellent planning and administrative skills with the ability to meet targets, identify organisational and departmental priorities, delegate duties appropriately and balance competing demands 
	E

	
	Excellent writing and analytical skills in order to write policies and procedures, detailed monitoring reports and produce statistics 
	E

	
	Ability to use standard office IT software and use spreadsheets and databases to record, monitor and analyse data and present information in a variety of accessible ways
	E

	Physical/personal attributes
	Pro-active with a flexible attitude and ability to adapt duties and priorities to meet the changing needs of the organisation
	E

	
	Pragmatic and solutions focused with the ability to critically analyse situations and tackle problems successfully
	E

	
	Positive attitude with the ability to manage staff, motivate others and achieve successful outcomes in line with agreed work plans, targets and operational objectives
	E

	
	Able to attend evening committee meetings (approximately 12-16 a year) and occasional fundraising events and activities outside of working hours
	E
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