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JOB DESCRIPTION

	Job Title:
	HR Manager

	Hours:
	21-28 hours a week

	Salary:
	£34,788 - £36,876 pro rata

	Contract:
	Permanent

	Responsible to:
	Chief Executive

	Base:
	Harrow Lodge House, Hornchurch

	Probationary period:
	12 weeks


About Mind in Havering, Barking & Dagenham
We are a local, registered charity affiliated to national Mind. The organisation supports those with mental health issues in Havering, Barking & Dagenham towards recovery and leading a better life. 

Job Summary

We recognise that people are our most important asset. 

The HR Manager is a member of the Senior Management team and works closely with the CEO, the Chair, members of the SMT and other managers on all employee related issues. 

The HR Manager is also responsible for the organisations Governance Management.  You will ensure that the Board of Trustees meets its legal and regulatory requirements in relation to compliance and best practice and you are the central point of contact for regulatory bodies, including the Charity Commission, Companies House and the Information Commissioner’s Office

Key accountabilities
Human Resources 
· To advise the CEO and managers on all employee related matters

· Develop the organisational Induction & Training Programme

· Liaise with our external HR Advice Agency – Peninsula
· To update and maintain the Staff Handbook and Training Programme
· Develop and implement HR strategies and initiatives aligned with the Strategic and Business Plans

· Monitor and develop HR strategies, systems, policies and procedures across the organisation 

· Oversee and manage ALL staff absences, including sickness, annual leave, unpaid leave, maternity leave, dependent’s leave, compassionate leave etc. through our Bright HR absence management tool

· Work closely with the CEO and our HR Advice Agency to bridge management and employee relations by addressing requests, grievances or other employee related issues in a timely manner including for example: capability review, contract variations, TUPE negotiations, redundancy negotiations.

· Oversee and manage the organisations staff performance and appraisal system, and staff wellbeing and development

· Nurture a positive working environment and develop our Wellbeing Policy
· Manage and implement the recruitment and selection through to employments, including induction, training and continuous staff development
· Work closely with Finance Manager to prepare monthly payroll, pension and Statutory Sick pay information for external payroll provider

· Ensure legal compliance throughout human resource management including DBS checks for staff and volunteers, references etc
The HR Manager is also responsible for ensuring that the duties around Governance are fulfilled by:

· Ensuring that Trustees are registered with the Charity Commission and Companies House

· Filing annual returns to both Charity Commission and Companies House

· Drive the setting of Board meetings, HR & Governance sub-committee meetings and the AGM, attending meetings and taking Minutes if requested
· Keeping abreast of developments in governance legislation and best practice

· Regular review of Trustees’ Induction, policies and processes

· Working with the Chair and CEO to induct new Trustees

· Ensuring that the Charity Commission and Companies House are consulted over any changes to Articles of Association or Memorandum of Association

· Responding to requests internal and external requests for information ie. national Mind 

The HR Manager is also responsible for ensuring that the duties around Health and Safety are fulfilled by
Taking overall responsibility to ensure H&S compliance with our H&S volunteer lead. For example, that annual PAT testing  and Fire Risk Assessments takes place, weekly, monthly, yearly tests and drills are carried out, and any issues regarding the cleaning of the building is flagged up and resolved.

General

· Attend and participate in relevant meetings and give reports/presentations when required
· Comply with, promote and contribute to the development of  our Equality and Diversity policy and all organisational policies 

· Attend appropriate internal, external training courses, supervision and staff team meetings and away days
· To be administratively self-servicing
All Job Descriptions are subject to periodic review
PERSON SPECIFICATION

	No.
	Qualification/Experience
	Essential 
	Desirable

	1. 
	CIPD qualified
	E
	

	2. 
	Knowledge of employment law
	E
	

	3. 
	Experience of advising senior and middle manager on employment issues, disciplinary, grievance, capability, absence management, and TUPE negotiations
	
	

	4. 
	Experience in HR policy development
	E
	

	5. 
	Management of HR absence management tool 
	E
	

	6. 
	Experience of staff management
	
	D

	7. 
	Knowledge of best practice in specific HR areas, recruitment and selection, absence management, disciplinary and grievance, capability etc
	E
	

	8. 
	Experience of preparation of monthly payroll information for payroll provider
	
	D

	9. 
	Experience of working in a charity or in a health care setting
	
	D

	10. 
	Experience in working with Board of Trustees and an understanding of Charity Governance.
	
	D

	
	Skills and competencies
	
	

	11. 
	The ability to manage a range of tasks and maintain attention to detail
	E
	

	12. 
	Excellent communication skills, both written and verbal
	E
	

	13. 
	Ability to plan own work, identify priorities and to work within appropriate timescales
	E
	

	14. 
	To be able to manage staff, trustees and other stakeholders with an approachable attitude and embrace the Mindful Employer requirements
	E
	

	15. 
	Good IT skills
	E
	

	16. 
	Excellent organisational skills
	
	

	17. 
	Flexible approach to work and able to work some evenings if required 
	E
	

	18. 
	Commitment to equality and diversity
	E
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