Job Description	Job Summary


HR Operations Manager

Hours per week:	35 hours (9am – 5pm; Mon to Fri)

Contract type:	Permanent

Location: 	Glasgow (with travel to includem offices as required)

Reports to:  		Director of Services and Development

Line Management Responsibility:  	HR Adviser, HR Assistant

Financial Accountability:		Low

The HR team is responsible for providing support and guidance to the organisation, ensuring we promote an environment where managers and their teams are provided with the tools, skills, and assistance to enable them to deliver optimum services to young people and families.

Overall, the focus of the HR Operations Manager will be to deliver a professional, customer focussed HR service which supports the strategic aims and objectives of the organisation. You will be responsible for day to day case management and will work collaboratively with the management team to provide advice and guidance on all aspects of HR..
Key Responsibilities

[bookmark: _Hlk85029465]The key responsibilities of the HR Operations Manager include, but are not limited to:
1.	Deliver the Human Resources function and a comprehensive HR service to the organisation, supporting managers to ensure management and staff are supported in delivering our strategic objectives.
2.	Recruitment and retention: managing talent and succession planning; taking overall responsibility for recruitment activity, adhering to the organisation’s recruitment policies which include our commitment to lived experience within our workforce and safer recruitment processes.  
3.	Provide advice, guidance, coaching and direction to managers and colleagues across the organisation relating to all employee relations (disciplinary, grievance, performance and attendance management) issues, concluding processes quickly to a satisfactory outcome.
4.	Oversee the design, issue and analysis of an annual staff survey measuring employee engagement, as well as collation of DEI data, identifying areas that require improvement and management reporting.
5.	Support staff to access employee benefits and develop an innovative strategy to support the health and wellbeing of staff.
6.	Draft and lead the implementation and review of HR policies, procedures and processes, ensuring all are up to date in line with current employment law.
7.	Actively participate as a member of the senior management team, consistently promoting a positive culture across the organisation.
8.	Facilitate the includem Employee Forum to cultivate good relationships and effective employee voice across all levels of the organisation.
9.	Ensure the maintenance, streamlining, and effective implementation of HR systems (MAPS, Plumm), policies, and processes to support the full HR lifecycle and ensure they remain competitive, compliant, and accessible to all. Manage MI efficiently and produce timely, insightful people metrics to influence and inform business leaders.  Analyse trends and metrics to inform decisions and initiatives regarding employee engagement, absence, wellbeing, and turnover.

10.	Update HR policies and respond in innovative, creative ways to requests for guidance, tools, and advice. Interpret and advise on HR policies and processes including employee relations issues, recruitment and selection processes, and all other aspects of the employee lifecycle. Recognise best practice approaches and demonstrate good understanding of key employment legislation.

11.	Line manage and coach the HR Adviser and HR Assistant through periods of ambiguity and prioritisation of a high volume of tasks as required.

12.	Support the L&D Coordinator in delivering training sessions to line managers on HR policies and procedures.

13.	Oversee and ensure safe and efficient recruitment in line with PVG/Disclosure, SSSC and Care Inspectorate requirements.

14.	Support the HR Committee’s governance role by preparing and submitting reports, advising Board of Trustees, ensuring no conflicts of interest, etc.

15.	Travel to other includem offices across Scotland as required to support People Management initiatives.

16.	Carry out any other duties commensurate with the post as agreed by the Director of services and Development.
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Person Specification

	Category 
	Essential Job Requirements 
	Desirable Job Requirements 
	Method of Assessment 

	Technical Skills, Knowledge, and Experience 
	· Previous experience as Snr HR Advisor/HR Business Partner.
· Demonstrable experience in leading or supporting on the implementation of key HR initiatives.
· Excellent knowledge of HR best practices, employment legislation and regulations.
· Knowledge of HR systems and databases.
· Evidence improvements in key people metrics achieved.
 
	· Experience of working in the social care/third sector.
· Experience of Care Standards and SSSC requirements.
 
 
	Application process

Individual interview

	Education / Qualifications 
	· CIPD membership or equivalent substantial HR experience.
	
	Application process



	Other Requirements 

	· Acts with substantial discretion and professionalism.
· Embraces challenges, takes initiative, and originates action, and works well with a great deal of autonomy.
· Intuitively proactive with drive, passion, and the will to succeed.
· Outstanding organisational and time management skills.
· Strong interpersonal and communication skills, with the ability to challenge and influence a variety of stakeholders with well-reasoned arguments.
· Excellent attention to detail with a focus on continuous improvement and excellent customer service delivery.
 
	
	Application process

Individual interview





Acknowledgement: 
This job description is an overview of the duties, responsibilities, and requirements of the position. You may be required to perform other duties throughout your employment at the reasonable request of your line manager. 

I acknowledge that I have read and understood the job requirements, responsibilities, and expectations outlined in the job description. 

	Employee Name 
	 
	Employee Signature 
	 
	Date 
	 

	Line Manager Name 
	 
	Line Manager Signature 
	 
	Date 
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