JOB DESCRIPTION
JOB DETAILS
Job Title: Human Resources Manager
Department: HR
Grade: SI4

ORGANISATIONAL ARRANGEMENTS
Line Manager: Head of People and Culture
Accountable for: HR Advisor, HR Administrator

JOB PURPOSE
The HR Manager is responsible for the delivery of core HR services that drive operational effectiveness and support the achievement of strategic objectives.  They will have substantial HR generalist experience within a complex organisation.  Responsibilities include recruitment, employee relations, performance management, talent development, policy implementation, and HR compliance. They will work closely with the Head of People and Culture to identify and deliver HR and organisational development priorities.
· Deliver a proactive, professional and customer-focused HR service across the full employee lifecycle, including recruitment, employee relations, performance management, learning and organisational development
· Provide expert HR advice and guidance to managers and employees on employment law, HR policy, workforce planning, organisational change and people management matters
· Ensure HR policies, procedures and practices are legally compliant and support effective workforce management
· Oversee key HR operations including pay progression, benefits, staffing budgets (including core and grant allocation) and performance review processes to support organisational effectiveness 
· Assist with the preparation of management information and reports for the Senior Management Team, the Board, Cancer Research UK and others, as required 
· Oversee HR systems and databases to ensure GDPR compliance and accurate workforce data management 
· Support change initiatives which enhance employee engagement and culture across the Institute 
· Develop and promote learning and organisational development strategies to support staff development and workforce performance 
· Lead, develop and support the HR team to deliver responsive and professional HR service

DUTIES AND RESPONSIBILITIES
Recruitment
· Provide advice and guidance on recruitment activity and contractual matters for fixed-term and non-time limited contracts 
· Participate in the selection of staff, as appropriate 
· Provide advice and oversight of all immigration requirements 
· Support workforce planning activities and advise managers on resourcing requirements and organisational structure 

Employee Relations
· Develop new HR policies and procedures and monitor and review existing policies for legal compliance and best practice. 
· Advise and support group leaders/managers with implementing HR policies and procedures in a fair and consistent manner 
· Advise and support group leaders/managers with grievance, disciplinary and capability matters ensuring that appropriate procedures are followed 
· Promote attendance and oversee absence management processes 
· Keep up to date with legal developments and advise management on compliance obligations and organisational risk factors 
· Promote positive employee engagement and foster effective working relationships across the Institute 

Pay, Performance Management and Benefits
· Manage the annual staff review process ensuring all staff participate in the process to review progress and discuss personal development 
· Support managers and staff as required and prepare and deliver training workshops for new staff to give them an overview and guidance of the scheme 
· Oversee the annual contribution-based pay progression and promotion processes ensuring the pay and grading framework is applied fairly, consistently and within budget 
· Oversee all communications associated with pension and benefits and implement improvements/changes as required 
· Oversee all payroll activities and communications including new starts, leavers and contractual changes, maintaining effective relationships with UoG payroll 

Learning and Organisational Development
· Support the development of learning and organisational development, and change management initiatives, including workforce planning, succession planning and culture development 
· Support managers in identifying training and development requirements for individuals and teams 
· Analyse workforce data and employee feedback to identify organisational development priorities and recommend improvements 
· Facilitate workshops, training sessions and people management briefings where appropriate 

Line Management
· Manage the HR team consisting of HR Advisors and HR Administrator to deliver a professional, proactive and timely HR service to all Institute staff 
· Conduct performance and development reviews 
· Monitor absence within the HR team 
· Responsible for the Health and Safety of self and team 
· Coach and support HR team members to encourage professional development and continuous improvement 

Other
· Liaise with other operational areas for optimal service delivery
· Prepare data for gender and ethnicity pay reporting
· Make recommendations to support equality, diversity and inclusion objectives 
· Contribute to HR and organisational development projects across the Institute 
· Any other duties as directed by the Head of People and Culture 

KEY SKILLS
· Experienced, proactive HR generalist with substantial experience across the full employee lifecycle, including employee relations, organisational development, learning and development, performance management, recruitment, reward and policy development 
· Thorough understanding of current employment law, HR best practice and organisational development principles 
· Strong interpersonal, influencing and relationship management skills with the ability to build credibility at all levels 
· Ability to prioritise service delivery in a fast-paced environment 

PERSON SPECIFICATION
Essential
· Educated to degree level or with equivalent professional experience
· Hold at least CIPD level 5 or other relevant Human Resources Management qualification 
· Substantial HR generalist experience within a complex organisation
· Excellent working knowledge of current employment law 
· Experience of managing complex HR issues 
· Experience of reviewing, researching and updating HR policy 
· Experience of developing and facilitating learning and organisational development initiatives
· Strong communication, influencing and persuasion skills 
· Ability to build effective working relationships with stakeholders at all levels 
· Ability to act with tact, diplomacy and discretion and to deal appropriately with confidential and sensitive information 
· Excellent organisational skills with ability to prioritise effectively whilst maintaining accuracy and attention to detail 
· Ability to problem solve using initiative and judgement 
· Experience of providing operational HR support within a complex organisation 
· Proficient in using standard Microsoft Word and Excel packages 

Desirable
· Experience of managing staff 
· Experience within the higher education, research or charity sector 
