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	JOB DESCRIPTION


· This form summarises the purpose of the job and lists its key tasks

· It may be varied from time to time at the discretion of the Authority, in consultation with the postholder

	Job Title:
	HR & OD Manager 
	
	

	Reports to:
	Head of HR and OD
	Team:
	HR and OD Service

	Last Updated:
	August 2021
	Grade:
	10

	

	JOB SUMMARY

	· Lead, develop and manage an operational team which provides an effective and comprehensive HR and OD service across the council and to our external HR customers, ensuring appropriate HR policies, procedures and project work are carried out as required to meet the Service Level agreements in place.
· To manage the HR Operations Team to deliver an excellent transactional and recruitment services, ensuring we have a compelling employer brand, implement streamlined processes to deliver the best possible experience for applicants and delivering self-service recruitment for managers, ensuring best use of technology and digital channels.
· Plan, develop, coordinate and deliver Organisational Development interventions for the council, in order to drive high levels of employee engagement, to develop a high performing culture and to enable cultural change.
· To lead on the commissioning and delivery of identified learning and development interventions, implementing this in a cost efficient and effective way as well as supporting the ongoing development and cultural change required to meet the organisation’s future objectives.
· To lead and manage the employee relations service, ensuring a legally compliant policy framework and fostering a supportive approach to upskill and empower managers in effective people management.

	

	KEY TASKS

	Key Responsibilities
· Manage the provision of a comprehensive HR/OD operational service, ensuring a legally compliant employment policy framework and that all advice and support relating to people matters are in line with legislation, council policy and the council’s aim to remain a good and fair employer. 

· Contribute to the development of service level agreement standards and targets for the service, liaising with client managers to ensure HR activities are carried out in accordance with the agreed qualitative and quantitative requirements of the SLAs.

· Assist the Head of HR and OD to support the council’s commercial agenda by building and maintaining a viable commercial offer for the HR and OD function, including developing new customer contracts and generating further income.
· Responsible for the effective management of people related contracted services (e.g. Occupational Health, EAP, Skills build, My Rewards, agency worker recruitment contract and ATS). Ensure that the procurement and contract management is undertaken in accordance with legislative requirements and delivers value for money for the council and take timely reviews and effective action to address any areas of underperformance. 
· Working with the Head of HR and OD, develop and embed an employer proposition that attracts, engages, retains and manages the talent that the council’s need to deliver their vision.

· Ensure the most effective and efficient use of HR systems are in place to improve business processes, including managerial and employee self-service functions, to make certain they fully support the work of the section and meet the needs of our customers.

· Represent HR at internal and external meetings where required by the Head of HR&OD.
· Undertake organisational diagnosis, including the analysis of people and wider organisational management information to identify trends, linkages and future challenges in order to understand key people and OD issues and requirements.

· Support the implementation of the council’s transformation agenda through delivery of the HR Strategy and departmental plans, understanding the role that Organisational Development has in enabling the council to achieve its outcomes and through developing and maintaining strong relationships with a range of stakeholders.

· As part of the service Management Team, agree with Head of HR and OD to lead on projects, examples of which are:-

· Values and behaviours

· Performance management

· Talent management

· Leadership and management development

· Employee engagement

· Culture change

· Deputise for the Head of HR and OD, including management teams and committees.

· Any other duties appropriate to the post and grade as required by the Head of HR.
Human Resources
· Manage and develop recruitment services for the council that are cost effective and meet business requirements.  To support and deliver the employer brand in line with the council’s vision. Support the development and implementation of e-recruitment, making best use of social media and other channels and ensuring an excellent on-boarding experience for all new employees.

· Manage DBS and safeguarding activities to ensure the council meets its statutory and legal requirements.
· Provide expert advice on employment law and best practice, including equality and diversity practice, in relation to all employee relations matters.
· Assist the Head of HR and OD to Manage the HR team to provide HR support and guidance to Town and Parish councils (and other external customers) as the project work requires.
· Assist the Head of HR & OD with the ongoing development and implementation of pay and reward policy ensuring that policy is applied consistently across the council and that governance arrangements are implemented correctly.

· Manage the development and operation of employee self-service and on-line processes, such as sickness absence reporting, establishment control etc., ensuring these are implemented across the council.  This should work to support the council’s digital strategy.

· Manage employee data and other information to ensure that HR records, including establishment records and structure charts, sickness absence records, and annual leave records etc. are up-to-date and compliant with GDPR requirements. Ensure all filing systems (electronic and paper based) are maintained accurately and effectively in order to meet safeguarding, governance and audit requirements.

· To support the delivery of the council’s Transformation programme, with responsibility for leading and delivery of certain elements of the programme.

· Assist the Head of HR and OD in developing and implementing the council’s HR Strategy to support us in attracting the best people.

· Manage the provision of accurate and timely data and information in response to Freedom of Information requests.

· Manage the production of accurate contracts and letters to support recruitment, promotions transfer and contract variations.

· Implementation of the Job Evaluation scheme, supporting HR Officers and managers when writing and evaluating JD’s and PSs.
· Ensure the accurate and timely inputting of data and provision of appropriate paperwork to ensure effective delivery of payroll and pensions.

Learning and Development / Apprentices
· To undertake an annual training needs analysis for EHC and services (including customers where requested), working with the Heads of Service and Senior Managers in each service to identify training needs and ensure the best use of training and development budgets.
· Develop and co-ordinate the corporate learning and development programme, ensuring it is fit for purpose in conjunction with the Leadership Team, corporate priorities and common needs identified through the annual appraisal system and transformation programmes.
· Commission and develop training courses and learning events; face and face, virtual and through the e-learning platform. 

· To monitor, report and record the learning and development across the council ensuring the development plan is delivered within budget; with the ability to negotiate with providers to agree the best prices for the services received.
· To explore and develop the commercial opportunities to export  learning and development to other authorities and other suitable organisations to generate income to ensure in-house courses delivered offer excellent value for money and maximise economies of scale.
· Development and co-ordination/delivery of the council’s Corporate Induction Programme, keeping the induction programme well-resourced in terms of other service input and up-to-date.
· Maintain and develop an awareness of suitable apprenticeship and traineeship opportunities. 

· To develop and implement the council’s Apprenticeship Programme working with the Leadership Team and Senior Managers to ensure the continuation of the council’s succession plan.
· Coach and support the apprentices through their programmes and work with their managers and  relevant training providers to ensure the success of the apprenticeships
· Manage the recruitment of the apprentices; review and investigate the qualifications to ensure the best use of the budgets
· Lead and manage the work experience programme to ensure there are suitable and supported opportunities for young people within the council

	

	Management / Supervisory / Team Working Responsibilities

	· To be responsible for the effective management and operation responsibilities within the service area for HR Officers x 2, a Trainee HR Officer, and a HR Administrator  and support the management of apprentices.
· Coach and support the apprentices and their line managers



	Service Delivery

	· To identify, and seek the approval of the Head of HR&OD to implement performance management measures, service delivery solutions that deliver cost savings and service plan objectives.
· To maintain and develop expertise and knowledge in relation to statutory and non-statutory matters affecting HR & OD services, and employee relations.
· To maintain an up to date and working knowledge of employment legislation as well as best practice in HR and OD to support the HR and OD service and senior officers of the council as well as elected Members.
· To work flexibly (e.g. evenings, weekends, home and office during key work periods), particularly ensuring the service has sufficient availability throughout the year.


	Communication & Contacts

	· Management, development and maintenance of service internet and intranet web pages.
· Maintenance of internal and external contacts to meet service objectives (including trade union representatives)
· Key contacts: officers, customers, TU reps, public, members, software providers and external agencies.
· To be able to liaise effectively with stakeholders, customers, members of the public and internal officers and attend Senior Leadership Team meetings when required.



	Financial / Budgetary Responsibilities

	· To be responsible for the effective management of the service budgets and the completion and compilation of relevant budget management tools
· Manage and monitor the training budgets (Approx £62,000)

· Manage and monitor the Apprenticeship Salary budget (Approx £50,000)

· Manage the Apprenticeship Levy fund to ensure the best use of the training funds (Approx £40,000) and that all suitable training is levy funded to maximise benefit

· Manage recruitment re-charging and the OH budget (£8,500)
· Approval of orders for goods and services

· Verification and approval of staff expenses claims



	Other

	· Such other duties as may be allocated from time to time consistent with the grading of the post.
· Ensure awareness of the council’s Safeguarding Policy and take a proactive approach to ensure the safeguarding of residents at all times.



	PERSON SPECIFICATION


· This form summarises the purpose of the job and lists its key tasks

· It may be varied from time to time at the discretion of the Authority, in consultation with the postholder
	Job Title:
	HR & OD Manager 
	
	

	Reports to:
	Head of HR and OD
	Team:
	HR and OD Service

	Last Updated:
	August 2021
	Grade:
	10

	

	KEY CRITERIA
	JOB REQUIREMENTS
	SCORED

F/I/A

	
	ESSENTIAL
	
	

	Qualifications
	· CIPD fully qualified (L7)

· Membership of the CIPD 
· Good standard of education
	F/I

	Job Specific Skills & Knowledge
	· Computer and IT literate, including good working knowledge of Microsoft Office software products

· A good understanding of current and effective HR and OD practices, HR IT applications/systems and topical professional matters in order to foster a culture of continuous improvement both within the HR service itself and on behalf of customers. 

· Experience of using an HR and Payroll System effectively (Resource Link experience is desirable)
· Good team leading and co-ordination skills relating to both own participation in team activity and to guiding others in effective team working.

· High level of analytical problem solving skills. 

· Able to prioritise and organise a diverse and complex workload and able to organise others. Ability to maintain and run office procedures and systems, including case management.
· Ability to interpret and use statistical reports to analyse workforce characteristics and demonstrate effectiveness of policies and service provision.
· Significant experience of handling disciplinary and grievance hearings, capability and sickness cases, redundancies and redeployment. 
· Experience of commissioning training to meet identified needs.
	F/I

	Management / Supervisory / Team Working
	· Ability and knowledge to lead a team to ensure it meets objectives set within specified deadlines and to standards required.
· Ability to work on own initiative.
· Strong motivational skills with a track record of developing others.
· Confident decision maker and enthusiastic about change. 

· Flexible and resilient, maintainting a cool, clear head under pressure. 

· Excellent Relationship Management skills

· Professional integrity 

· Forward thinking and proactive e.g. policy development and advice on employment issues 

· Ability to recognise political dimension of the post and to act appropriately
· Ability to gain the trust and respect of senior colleagues 
	F/I

	Service Delivery
	· A commitment to continuous improvement in service delivery and to effective corporate working. 

· To be able to advise customers, managers and officers on HR and OD matters.
· Ability to manage complex projects and multiple deadlines.
	F/I

	Communication & Contacts
	· Excellent interpersonal and presentational skills, including listening and communication of all kinds and skills in dealings with a wide range of people and situations.
· Negotiation and influencing skills with the ability to influence, advise and motivate others on all communications matters and on complex issues in a clear and engaging manner. 

· Ability to act with tact, diplomacy and discretion. Recognise sensitive situations and act appropriately. 
· Ability to work with internal and external contacts to deliver services, liaising with Senior Management, Members, Government Departments and public and private sector external organisations.

· High literacy skills in order to produce clear and effective reports and policies. 

· Ability to express concepts, facts and arguments both orally and in writing.
	F/I

	Other
	· Attending evening meetings and ability to work outside normal office hours to support service activities, particularly the HR Committee.

· Hold a full driving licence and possess or have access to a vehicle available for business use.
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of Safeguarding and to share this commitment.
	F/I

	Key:
	F = Application Form
	I = Interview
	A = Assessment


The above list is not intended to be exhaustive but merely to indicated the work range and core job content of the post, neither is the list arranged in priority order.
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