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What we are looking for

This is an exciting time to be joining the organisation and you will play an important role in helping us to support and develop our most important asset, our staff and volunteers. Watford Mencap is one of the largest Mencap societies in the UK with a long-established history of providing high quality social care services to people with learning disabilities and their families in South West Herts. We are a registered charity founded in 1951 with a trustee body, the Council of Management. Whilst we are affiliated to national Mencap, we are independent and self-funding.  In recent years the organisation has increased its annual turnover to £2.4 million by developing a range of creative and innovative new services for people with learning disabilities and their families whilst also remodelling existing provision to offer more personalised support to local people. We currently have over 90 volunteers and employ 120 staff.
This a challenging time for social care with limited resources and County Council funding cuts, along with a much more competitive fundraising environment.  However, we remain committed to our values and passionate about meeting local needs. Last year our fantastic volunteers supported us with 10,000 hours of their time helping to run our leisure projects, charity shops, fundraising events, trustee meetings and generally helping us to support over 800 people with learning disabilities and their families. 

You will be leading and working within in a small team of staff and volunteers who you will need to coach and support to deliver a high-quality HR service. A CIPD qualification, a pragmatic approach and experience of working within the changing social care or voluntary sector is essential. 
The role will involve providing best practice, cost effective and timely HR solutions which enable and assist line managers, employees and volunteers to maximize individual, team and business performance. 

You must also be committed to helping the charity achieve its goals and be able to work a way that supports our workforce to deliver of the best possible personalised outcomes for people with learning disabilities.
Watford Mencap has Investors in People accreditation, an Outstanding Ofsted status, an Advice Service Quality Mark and a range of operational projects that are recognised by CQC for delivering quality services. We were also the winner of the HCPA Best Care Business in Hertfordshire in 2012 and 2013, and the Most Innovative Care Team in Herts award in 2016.
The post is based in Rickmansworth and will involve occasional travel across South West Hertfordshire. We provide employees with access to a full range of professional and personal development opportunities. This includes induction and in-house training programmes, NVQ, regular supervisions and annual appraisal, as well as coaching and mentoring.  

We offer excellent terms and conditions of employment.  
We hope you will consider joining us at this exciting and challenging time. For more information please call Mary Sinclair on 07900 831 545
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Human Resources Manager – 37.5 hr per week 
3Main purpose of the job

· To contribute as part of the senior management team, to the development and delivery of Watford Mencap’s strategy in relation to HR and volunteering and its alignment to the aims, objectives and values of Watford Mencap.
· To provide best practice, cost effective and timely HR solutions which enable and assist line managers, employees and volunteers to maximize individual, team and business performance. 
· To put HR systems and processes in place to ensure the organisation operates in the most efficient and cost-effective manner
· To lead and develop a small committed team of staff and volunteers

· To build effective working relationships with a wide range of stakeholders
Main duties and responsibilities

1. Deliver solutions to a wide variety of HR challenges and provide expertise and support to managers on matters such as performance management, capability and conduct, absence management, employment relations and reward issues
2. Develop and implement HR policies and procedures to ensure that they attract, motivate and retain the best talent. Keeping up to date with case law and making required legal changes.
3. Coach, train and mentor managers to ensure that HR policies and practices are fully understood and consistently applied
4. Identify and implement positive employee relations initiatives to ensure a motivated workforce. Advise and assist managers in dealing with complex disciplinary, capability and grievance issues, including participating in investigations and supporting managers at hearings.
5. To manage and develop the recruitment process, ensuring best practice and cost effectiveness in attraction, and selection methods as well as coaching Line Managers on interviewing techniques. 
6. Develop and support the learning & development strategy, providing advice and guidance on training related matters, facilitating and delivering on-site training programmes to meet identified training needs e.g. induction, change management, performance management, discipline, communications, appraisals and absence management. 
7. Working closely with the Senior Management team and external training providers to plan and deliver Watford Mencap’s training programme. Monitoring and evaluating learning and development and coordinating organisational induction days.

8. Managing ADP HR database, producing and analysing monthly management reports, reviewing and addressing trends. 
9. Producing reports for and working closely with trustees when required, participating in business planning and strategy days. 
10. Provide advice and support to managers through the process of organisational change, including consulting with staff and their representatives, using appropriate change management techniques and influencing skills to contribute to the process of cultural change.

11. To provide advice and guidance to managers on volunteer best practice whist line managing the volunteer development manager and working together to develop and implement the volunteering strategy.
12. To co-ordinate any TUPE related activities including due diligence information, where appropriate
13. Manage the annual appraisal process 
14. Contributing to the annual remuneration review including salary adjustments and changes to the benefit packages. To oversee the provision of staff benefits.

15.  To support and help coordinate the staff forum
16.  To take responsibility for managing the delivery of the charities DBS policy and procedure
17.  Produce monthly payroll in conjunction ADP and the finance team 
18. To ensure that all projects and activities are carried out in a manner which follows best practice and is compliant with all current legislation and regulation – including employment law, health & safety and regulatory frameworks (Ofsted, CQC registered and domiciliary care). Assisting with inspections and audits as required.
19. To be the charities Investors in People lead.

20.  To actively manage external relationships with recruitment agencies, job fairs and recruitment networks to deliver a local community recruitment strategy
21. To work within Watford Mencap’s equal opportunities and diversity policy

22. To be self-sufficient in own administration including the production of reports, data and external communications using relevant IT

23. To take responsibility for own performance and personal development, actively seeking opportunities to train, network, project manage whilst keeping up to date with development in the field

24. To act as an ambassador for Watford Mencap in order to raise the profile of the charity
25. To be an emergency point of contact for the organisation.
26. To undertake such additional duties as required.

This list is not exhaustive and will be reviewed from time to time in discussion with the post holder
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HR Manager - Person specification
	Requirement
	Essential
	Desirable

	Education
	· Evidence of commitment to continuous professional development

· CIPD qualification


	· Training qualification
· Degree or management qualification 



	Experience
	·  Proven experience of managing HR services within voluntary or social care sector, with demonstrable evidence of managing a range of complex employment issues
· Proven track record of enhancing business performance through HR/people activities

· Effective change management and transformational change 

· Proven ability to successfully manage teams, working with and building relationships with people at all levels

· Design and delivery of training

· Managing HR and payroll management information systems
· Leading and motivating a small team
· Supporting volunteers

	· Successful budget management



	Skills
	· Excellent organisational and interpersonal skills, the ability to work with people at different levels of the organisation forging positive working relationships
· Excellent relationship building skills with evidence of influence across a range of seniority
· Ability to combine strategic thinking, leadership activities and operational management

· Strong facilitation, negotiation, coaching and consultation skills

· Numeric and analytical ability

· Able to work on own initiative, self-motivated, results driven

· Able to work in a changing environment with challenging deadlines and to respond flexibly to changing demands 
· Strong team player, self-starter and ability to be an active member of a senior management team

· Strong IT (Word, Excel and PowerPoint) and presentation skills, able to communicate effectively with a wide range of audiences

	

	Knowledge
	· Sound up to date knowledge of employment legislation and its application
· HR principles and practices, recruitment, performance management, benefits, conflict management, change management, organisational design and employment law. 
· Understanding of issues relating to a volunteer work force and managing volunteers

	· Understanding of the issues facing people with learning disabilities and their carers
· Working knowledge of CQC and Ofsted 
· Mandatory training requirements for social care workforce
· Current voluntary sector and social care agenda


	Personal attributes
	· A positive and pragmatic approach
· Professional, positive with a strong customer and team working ethos
· Experience of quickly building rapport and establishing professional credibility and positive relationships with managers, staff and volunteers at all levels.

· Able to work on own initiative, taking responsibility for own actions, making appropriate decisions.
· Able to manage the work of others and to work within a team

· Able to motivate people and generate enthusiasm
· Able to work on own initiative, introducing new solutions and innovative ways of improving working procedures

· Able to work flexibly to meet the demands of the job including representation of the charity at events and functions

· Comfortable to work with the challenging personalisation agenda

· Able to take appropriate risks, providing strong leadership and direction to staff working within this challenging new personalisation environment
· Resilient - able to remain calm under pressure whilst balancing competing priorities

	

	General
	· Car available for work use and current  driving licence, able to operate across South West Herts.

	


