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	Job Title
	Head of Human Resources


	Location
	Hays Business Centre. 4 Hays Avenue. Edinburgh.  
Flexibility is required to travel to services across the Lothians and Edinburgh 

	Job Family
	Senior Management Team


	Department/Service
	Human Resources


	Reports to
	Chief Executive Officer 


	Direct Reports


	Human Resources Team



	Role Expectations

	The post holder will have appropriate qualifications, skills and knowledge relevant to this post:

The post holder will demonstrate experience of Human Resource (HR) work across and within the Third Sector including;

Being responsible for all HR activity where duties will centre on driving the people management strategy and managing the HR team;
Providing leadership, vision and innovation to create a best value, high quality and personalised HR service; 

Leading HR strategy and business planning;

Being responsible and accountable for the delivery of high level HR services including flexible working;

Providing professional advice on a range of strategic and operational HR matters to the Board, Senior Management Team (SMT) and senior managers;

Being an active presence in services to support and guide managers and staff;

The ability to demonstrate commitment to improving organisational effectiveness and achievement;

Having the ability to demonstrate commitment to the development of continuous professional development and practice to a high level of expertise in HR.


	Responsibilities
	All operational aspects of HR including;
Being a designated member of the HR team responsible for SSSC registrations and PVG disclosures
Developing and implementing HR initiatives in line with organisational objectives;
Leading the organisation’s HR department including; reviewing the HR team roles and responsibilities. Talent acquisition, continuous learning and development plans, employee engagement and HR information systems;
Contributing to the long term goals relating to business and people development

Maintaining a comprehensive, procedurally correct, high standard and forward thinking service, which exceeds standards and requirements;

Leading and motivating the HR team and senior managers to ensure the provision of an efficient HR service which achieves objectives and performance targets and meets the needs of internal and external customers;

Developing the annual HR business plan and lead services to meet objectives as per business plans;

Reviewing, revising and developing HR related strategies, policies and procedures to meet business development, business needs and legislative and best practice requirements;

Advising managers on the management of absence, discipline, grievance and other staffing matters;  

Providing advice and guidance to HR staff and managers dealing with staffing issues to ensure they are handled effectively and in accordance with policy, employment law and best practice;

Advising senior management colleagues on good employee relations practices;

Liaising positively and effectively with trade union representatives when and where required;

Developing and ensuring the management of annual training plans to meet stated training needs at organisational, team and individual level;

Taking the lead in improving employee engagement, including facilitating the annual employee survey;

Contributing effectively to business development through participation in tender preparation, meetings with funders, TUPE management etc;

Working in liaison with the SMT to review, implement and manage the organisational policies and procedures;
Working in liaison with the SMT to ensure staff learning plans are implemented and reviewed including SVQ training


	Accountability
	Ensure all advice, guidance and support, provided by the HR team, are recorded and accounted for systematically;

Ensure that all HR issues are reported timeously and, when required, discussed with the Chief Executive Officer;

Ensure the provision of HR services are monitored, analysed and reported on a monthly basis to the SMT, and quarterly to the Board.



	Management
	Manage, lead and motivate staff by ensuring a dedicated and dynamic HR service; 
Regularly review any consistent and evolving patterns in relation to staff sickness, grievances and complaints and work in liaison with the SMT to resolve these timeously and effectively
Regularly review any consistent and evolving patterns in relation to service user accidents/incidents and complaints and work in liaison with the SMT to resolve these timeously and effectively
Work in partnership with the SMT and service managers to ensure best practice in recruitment, induction, training, personal development, supervision, discipline, staff absences and staff turnover;

Facilitate, manage and evaluate training and supervision that is either statutorily required or required to ensure the positive development of staff; 

Provide an outcome orientated approach for self, individuals and the HR team


	Development 
	Take personal responsibility for your self-development, continuing professional development and lifelong learning including;

Attending statutorily required training and have access to training appropriate to the requirements of the role, your professional qualification and your continuous professional development;

You will receive regular and responsive supervision from your line manager.


This job description is not an exhaustive list of tasks. The post holder shall undertake such additional duties, as directed by their line manager or other staff if appropriate, as would reasonably be expected of someone at this grade. These duties may be undertaken at your principal place of work, or at any other relevant office.

	Job Title
	Head of Human Resources



	Person Specification


	
	Essential (E) or Desirable (D)

	Experience 


	Demonstrable experience of strategic and operational planning.in the Third Sector
Considerable experience of developing and leading complex systems and processes (including communications, monitoring, administration, planning and finance) to improve effectiveness.

A proven track record in leadership and people management, including strong performance management across diverse skillsets.
Evidence of improving and managing effective monitoring, reporting and evaluation.
Experience of supporting tender/funding applications.
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E

E

E
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	Qualifications
	Member Chartered Institute Personnel Development


	E



	Knowledge
	Skilled in writing reports for both internal and external bodies.

Ability to develop constructive relationships with external partners
Knowledge of effective monitoring, reporting and evaluation methodology and processes.

Knowledge of social care sector.
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E
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	Functional / 

Work-based Skills 


	Ability to work in a changing environment, frequently under pressure on multiple tasks.

Ability to use own initiative to manage time effectively, keeping all work up to date and prioritising to ensure that most urgent is dealt with first.

Translates strategic thinking into practical planning and support for delivery.

Able to plan finances and manage costs effectively whilst maintaining effective delivery functions.

Excellent communication skills and the ability to be clear and articulate in summarising complex information.

Effective relationship building and management across teams and ability to question and challenge constructively.

Skilled in use of information technology.
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	Job Title
	Head of Human Resources



	Core Competencies and Commitment




At with YOU, our values underpin everything we do. These are the competencies that with YOU looks for and expects from staff these competencies enable with YOU to deliver its core purpose of supporting the people we work with.
	Understanding and Valuing Diversity

	Being proactive in integrating diversity considerations into policies, practices and procedures as they are developed or implemented. Has a thorough understanding of diversity issues and plays a key role in dealing effectively with individual cases in accordance with policies and procedures. 
Monitors practices to assess any disproportionate impact on individuals or groups.

Sets clear standards and leads by example. 
Respects, values and considers the opinions, circumstances, feelings and views of colleagues and members of the public, taking into account their diverse backgrounds. 
Is tactful and diplomatic when dealing with people, treating them with dignity and respect at all times. Understands and is sensitive to social, cultural and racial differences and needs.



	Effective Communication
	Communicates ideas and information effectively, both verbally and in writing. 
Uses appropriate language and a style of communication that is relevant to the situation and people being addressed. 
Explains complex issues, making them easy to understand.

Ensures that important messages are being communicated and understood throughout the organisation. 
Ensures the communication and consultative processes within the organisation are functioning and effective. Develops strategies for influencing others and negotiates solutions on broad or complex issues.



	Job Knowledge


	Demonstrates a thorough understanding of the key responsibilities and decision making processes across the organisation.  
Understands the environment in which the organisation operates, both locally and nationally.
Champions learning and facilitates development opportunities, for self and others.



	Leadership
	Leads by example and is a role model who inspires confidence. 
Takes command and gives clear and strong direction. 
Effectively communicates a clear strategic vision.

Can take personal risks and readily uses new (but always ethical) methods to achieve the collective vision or goal.

Spends time coaching and developing others. Inspires, motivates and stimulates others to perform at their best, both individually and collectively.


	Management Ability
	Creates a vision for the future and a strategy for how it can be achieved. Understands external expectations and influences on the organisation and predicts how they may impact.

Develops and monitors structured plans across a range of complex activities and manages these to achieve organisational goals. 
Sets challenging levels of performance in line with strategic objectives, whilst managing the risks involved.

Obtains best value through effective use of resources and management of budgets.



	Partnership Working
	Manages and directs the organisation to take full advantage of developing joint strategies. 
Establishes and maintains effective relationships with partner agencies, through consultation, to maximise the potential of a joint problem solving approach.

Maintains an overview of partnership projects throughout the organisation. Promotes the interests and commitments of the organisation/business area in the development of joint strategies. 
Assumes responsibility for organisational policies and procedures on partnership working.



	Personal Awareness
	Recognises how feelings and emotions affect performance in themselves and others.

Handles difficult or sensitive situations with empathy and diplomacy.

Shows an interest in, and understanding of, the talents and capabilities of their staff and manages their development. Is able to accurately self-assess strengths and limitations.

Is positive, optimistic and able to seize opportunities or create them.



	Personal Effectiveness
	Displays high levels of resilience and takes personal responsibility for making things happen and achieving results through others. Inspires others to be resilient, even in difficult circumstances. 
Displays strong motivation, commitment, is highly ethical and maintains a high degree of integrity and accountability.
Identifies ways in which the organisation needs to change. Personally champions change, encourages and supports managers and officers to make it happen.



	Problem Solving
	Demonstrates the ability to address problems from various perspectives. Considering all risks, makes strategic decisions on business issues.

Promotes an organisational culture that recognises and values new ideas. Produces successful initiatives that may depart from conventional thinking.



	Service Delivery
	Champions the service ethos internally and externally. Maintains a broad understanding of social trends and identifies what effect they will have on the organisation.

Manages processes that ensure stakeholders’ and customers’ views and needs are clearly identified and responded to. Encourages or implements strategies for media and community relations.



	Team Working
	Manages and develops strong working relationships and strategies, internal and external to the organisation to achieve common goals. Facilitates the breaking down of barriers between groups.

Promotes efficient and supportive working environments, encouraging individual participation and consultation.

Understands and supports effective working relationships with senior level colleagues internally and externally.




Employees are required to read and understand the role profile for their position and are required to comply to with YOU’s policies, procedures, all laws, rules, regulations and standards of conduct relating to their position and report any suspected violations of conduct to line manager.  All employees should adhere to the with YOU values in all interactions with people we support, customers and colleagues.
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