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JOB DESCRIPTION 


JOB DETAILS

Job Title: 		 Head of People and Culture	

Department:	Human Resources	

Grade: 	CI6

ORGANISATIONAL ARRANGEMENTS

Line Manager: 	Chief Financial Officer

Dotted Line: 	Institute Director	 

Accountable for: 	HR Manager


JOB PURPOSE

To provide leadership and oversight on the development and delivery of the Institutes People strategy and to encourage an organisational culture that supports effective behaviours that demonstrate a clear commitment to our values and ways of working. 

To lead and oversee the HR function, ensuring that the HR team deliver a professional service and sound HR advice at all times.

· Working closely with the Institute's Director, and Senior Management Team (SMT) to identify HR priorities, determine People strategy and recommend appropriate solutions
· Working closely with Institute Director and SMT to make recommendations towards organisational development which fit with Institute strategy and ensure high organisational performance
· To champion EDI across the Institute, supporting EDI Advocates, surveying staff and putting in place the necessary behaviours, practices and procedures to promote an inclusive culture
· As a member of the Senior Operational Team ensuring that the Institute is operating effectively and efficiently at all times
· Overseeing the Human Resources function by ensuring the development of HR policy and procedures, ensuring best practice and compliance with employment law and sound HR advice to staff and managers
· To support change management activities across the Institute, working with stakeholders and providing advice as appropriate. 
· To provide advice on leadership capability and training programmes, including coaching and mentoring


DUTIES AND RESPONSIBILITIES

Organisational Leadership and Strategic HR Management

· In consultation with the Institute Director, Chief Financial Officer and SMT, prepare and implement People strategies to support the overall strategic aims and objectives of the Institute and it's Board

· Ensure that Institute People strategy meets organisational priorities and promotes Equality, Diversity and Inclusion at all levels 

· Periodically review strategy outcomes to ensure they remain relevant to changing organisational needs and are linked to other support functions/operational strategies

· Develop and govern HR policies, procedures and guidelines as necessary and promote fairness and consistency in their application through training and coaching of staff and managers

· Make recommendations towards organisational development which fit with long term strategic aims and values of the Institute

· Write HR Board Report and attend Board of Directors meetings on a quarterly basis

· Secretary to the Remuneration Committee


Operational Support and Services

· Take responsibility for the deliverables of the HR team by setting clear objectives in line with our people strategy and operational best practice

· Ensure that innovative recruitment and succession planning is in place and provide oversight and guidance for all recruitment activity at the Institute

· Provide oversight and guidance on all performance management activities, including performance review and personal development reviews

· Participate in the selection of senior staff, as appropriate

· Act as an innovative, transformational manager who provides the appropriate challenge and/or support to senior managers and their teams 

· Use technical expertise and interpersonal skills to influence managers decision making and to encourage a more flexible, responsive and innovative workforce

· Advocate for good practices that promote the development and wellbeing of staff

Employee Relations

· Chair the Staff Forum to facilitate an open exchange of views between management and staff ensuring effective communication and engagement with employees

· Maintain open channels of communication with Trade Union representatives to promote good employee relations.  Advise management and take a lead role in implementing the terms of the Recognition and Procedural Agreement and the Collective Agreement with Unite

· To provide advice on complex disciplinary and grievance issues, offering mediation where appropriate, in pursuit of satisfactory outcomes for all concerned

Pay and benefits

· In conjunction with other CRUK funded institutes monitor and make recommendations on the CRUK Research pay & grading framework 

· Oversee annual processes to assess and update staff pay and benefits, ensuring good performance is valued and adjustments are implemented fairly

· Ensure our reward and benefits strategy and structure is transparent and in line with organisational values, and continues to develop

Learning and Development

· Develop and support leaders and people managers across the organisation by reviewing leadership and management capability and make recommendations for appropriate training interventions and coaching as required

· Develop and cultivate non-technical learning and development strategies to help staff identify areas where skills and experience can be expanded to achieve a high performing culture.

Leadership of HR function

· Oversee the HR team to ensure that high standards and a professional service is offered to all staff, students and other stakeholders at all times. 

· Promote the professional development of the HR team and facilitate ongoing performance management including objective setting, learning and development needs, coaching and mentoring.

· Conduct Annual Performance reviews and Development reviews for direct reports

Other

· Membership of the Senior Management Team

· Prepare and present management information and reports for the Senior Management Team; the Board; Cancer Research UK and others, as required

· Lead/Senior Advocate for EDI initiatives across the Institute

· Responsible for Health and Safety of self and team and as a member of SMT for staff Health and Safety

· Develop and maintain relationships with external networks related to people management and development.





KEY SKILLS

· Experienced, self-starting and strategic HR leader who can work collaboratively with a diverse group of managers and their teams to promote an organisational culture that supports effective behaviours and lives the Institute values
· Significant and proven experience of leading and managing HR functions
· Track record in developing and delivering HR/People Strategy
· Proven experience of building and maintaining relationships at a senior level resulting in new opportunities to influence change

PERSON SPECIFICATION

Essential

· BA/BSc in a relevant subject
· Significant experience in Line Management of HR/People team in either academia or industry
· CIPD (Fellow) or other relevant Human Resources Management qualification
· Strong Organisational Development/HR experience in a relevant setting
· Experience of reviewing pay and grading frameworks and determining pay strategy
· Experience of working in partnership with unions
· Change management experience within own function or across the organisation
· Excellent working knowledge of current employment law
· Experience of reviewing, researching, updating and embedding HR policy
· Strong communication and persuasion skills
· The ability to act with tact, diplomacy and discretion and to deal appropriately with confidential and sensitive information
· Ability to problem solve using initiative and judgement

Desirable

· Experience of acting as member and trusted advisor to Senior Management Team 
· Industry experience in a senior HR role
· Coaching qualification or similar
· Trained Mediator or mediation experience
· Experience working in a life sciences environment
· Knowledge of Home Office Immigration
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