
Job Description   
	Core job information

	Job Title
	HR Manager
 FILLIN   \* MERGEFORMAT 

	Fulltime / part time
	Part time working flexibly over three days per week. Salary £30 – 35k pro rata


	Appointment period
	Permanent

	Reports to (job title)
	The Master
	Place of work
	The Charterhouse


	Job purpose:

	The Charterhouse is an historic almshouse on the edge of the City of London. It is a charitable foundation which has been providing supported housing for elderly people for over 400 years. The charity runs a small care home with nursing, a vibrant events business, supported by a large-scale kitchen, and a recently-opened museum and coffee house.

The CEO of the charity is supported by a Senior Management Team and a staff which works variously in maintenance, gardening, health care, catering, heritage, events, administration, development, and finance. We have 45 fulltime employees, 25 part-time, 20 bank workers and 70 volunteers.

We are looking for an experienced HR Manager with proven ability to lead and to manage human resources services, to collaborate with colleagues in implementing them, to sustain impeccable standards of discretion, and to offer support and guidance for all employees.
The HR Manager guides and manages the overall provision of Human Resources services, policies, and programmes for the entire charity; this includes updating and implementing policies and procedures and leading on recruitment. 

The Human Resources Manager originates and leads Human Resources practices and objectives that will provide a conscientious culture that emphasises empowerment, quality, productivity, high standards, goal attainment, and the recruitment development of a confident and fulfilled workforce who enjoy each other’s respect.

The Human Resources Manager reports to the Master and serves on the Senior Management Team and assists and advises managers on Human Resources issues.


	Knowledge, Skills & Experience (work experience, qualifications, specialist training, key skills, disposition)

	
	Requirements
	Essential/Desirable

	Qualifications
	· Bachelor's degree or equivalent in Human Resources
· CIPD Membership or part-qualified
	

	
	
	

	Experience
	· Experience of initiating change within an organisation.
· Experience in the charity sector

	

	
	
	

	Knowledge, skills & abilities
	· Ability to influence at all levels
· Strong knowledge around Employment Law, Employee Relations, and proven experience in providing sound advice within employment related HR casework
· Excellent written and oral communication
· Excellent personal and time management skills
· A good knowledge of Word, Excel, and Outlook
· Ability to influence at all levels

	

	
	
	

	Attitude & disposition
	Excellent interpersonal skills, good listener
	

	
	
	

	Other circumstances
	
	

	
	
	


	Main Duties and Responsibilities of the Role

	This Job Description is not exhaustive and the post holder may be required to undertake other appropriate duties from time to time.

The Charterhouse is committed to safeguarding and to promoting the welfare of the beneficiaries of the Charity (called Brothers) and expects all staff and volunteers to share this commitment.

Key Responsibilities
· Keep under review all HR policies within the Charterhouse working alongside the Senior Management Team and the Governors

· Identify and advocate best practice. This includes co-ordinating and monitoring staff inductions, reviews, CPD and other training
· Advise on relevant compliance and risk management issues, working with the Bursar
· Keep under review all employment contracts
· Ensure that staff are fully informed of HR policies and other key organisational strategies
· Accept overall responsibility for the recruitment process, including statuary compliance and collation of relevant documentation, including arranging and attending all interviews
· Evaluate and make recommendations on cost-effective training and development 

· Act as the externally facing representative for HR for the Charterhouse

· Oversee investigations and support the Master and all heads of department with staff consultation and all employees with grievances
· Update Staff Handbook as required
· Analyse, report and communicate Key HR indicators including employee turnover, sickness absence and future resourcing needs
· Keep the HR Data Base and employee records up to date
· Liaise with the Volunteer Coordinator to maintain an effective strategy for the recruitment, support, performance management and training of Volunteers

· Advocate and monitor employee safety, welfare and health
· Develop and monitor an annual budget that includes training and recruitment costs
· Participate in executive, management, and company staff meetings and attend other meetings and seminars
· Direct the preparation of information requested or required for compliance with law. Approve all information submitted. Serve as the primary contact with the charity’s employment law solicitor and with government agencies
· Protect the interests of employees and the charity in accordance with Charterhouse Human Resources policies and governmental laws and regulations

· Maintain affiliation with appropriate Human Resources networks and organisations


	Working Environment 

	Your place of employment will be at Charterhouse or any location, as the Governors reasonably require from time to time.


	Freedom to Act & Decision Making (depth of control, supervision received, use of judgement & initiative, analytical ability)

	


	Communication & Networking (liaison with others, type and level of communications)

	


	Finance/Resource Management (budgeting, forecasting)

	


	People Management (supervisory responsibility, human relations skills)

	There may be one part time member of staff reporting to this post.


This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

