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Bolton Cares
JOB DESCRIPTION

Job Title
head of hr
Salary




£45,000 to £55,000 depending upon experience
Primary Purpose of the Job
To lead the Bolton Cares HR and Learning and Development Functions
Responsible to


The Chief Executive
Responsible for


HR & Learning and Development Team
Principal Responsibilities
· To be a member of the company’s Executive Leadership Team and to contribute to the development and delivery of the Bolton Cares mission, vision and strategic plan.

· To provide high quality professional HR advice to the company’s Board, Executive Leadership Team and managers.
· To work with Executive Leadership Team and the Board of Directors to develop and deliver the company’s workforce strategy and plans.

· To contribute to company growth and service transformation by leading on the workforce components of growth and change projects.
· To work with the Board of Directors / Executive Management Team to formulate and implement all necessary policies and procedures to ensure the effective and efficient management of the company’s people.
· To ensure that Bolton Cares remains compliant with all relevant employment law, including Regulations 18 and 19 of the Health and Social Care Act (2018).
· To lead the company’s workforce learning and development function, ensuring that Bolton Cares succeeds in its goal of being a continuously improving, learning organisation. 
· To manage the pay and benefits structure for Bolton Cares employees, ensuring that the company is effective in recruiting, retaining, recognising and rewarding its employees.

· To ensure that there is effective management of employee performance.
· To take a lead role in employee relations.
· To develop and deliver a strategy and plans for the engagement of employees in the development and improvement of the company’s services.

· To modernise the company’s HR processes and improve efficiency by implementing and managing ICT systems.

· To promote the health and wellbeing of Bolton Cares employees.
Main Duties
1. To provide high quality HR advice to the company’s Board of Directors and Executive Management Team.

2. To develop and implement the company’s workforce strategy, ensuring that it effectively delivers the company’s mission, vision and the objectives of our strategic plan.

3. To ensure that Bolton Cares remains compliant with all relevant employment law, including Regulations 18 and 19 of the Health and Social Care Act (2018).

4. To ensure that company’s policies and procedures are up to date and compliant and that they are effective in ensuring a well-managed and highly effective workforce.
5. To support company growth and efficiency improvement by effectively managing the HR aspects of change and growth projects. 

6. To manage the company’s HR Team and Learning and Development Manager.

7. To implement and maintain an HR ICT system.
8. To develop the company’s managers to ensure that they can effectively, confidently and independently manage their teams and employees. 

9. To ensure that the company manages matters of employee discipline, capability and absence effectively and efficiently.

10. To ensure the provision of effective and efficient occupational health and employee support services.
11. To assess future workforce requirements to ensure that the company recruits and retains skilled and experienced employees who have the right values to work for Bolton Cares.

12. To ensure that the pay and benefits structure for Bolton Cares is competitive in the local employment market and is effective in retaining and rewarding our employees.

13. To engage the company’s workforce in the development and improvement of the company’s services. To include development of a staff forum, employee surveys and social media tools.

14. To facilitate effective relationships with the recognised trade unions.

15. To manage the company’s apprenticeship programme.
16. To ensure that the company’s Learning and Development Strategy meets the needs of the organisation and promotes a culture of learning and continuous improvement.
17. To lead by example and to act as a role model for the workforce.

18. To promote the Company’s values, both internally to the workforce and externally to partners.

19. To act as an ambassador for the Company.

20. Any other duties as determined by Chief Executive of Bolton Cares.
Person Specification
Bolton Cares: head of hr
Stage One Disabled Candidates are guaranteed an interview if they meet the essential criteria
	The Minimum Essential Requirements for the above Post are as Follows:
	Method of Assessment

	1.
	Experience

	Minimum 5 years’ experience in a senior HR management / leadership role.
	Application / Interview

	Experience of working in social care or a related field.
	Application / Interview

	Experience of working at both strategic and operational levels with senior leaders and managers.
	Application / Interview

	Experience of developing workforce strategies and plans to meet organisational requirements.
	Application / Interview

	Experience of formulating and implementing policies and procedures.
	Application / Interview

	Experience of employee relations, including interacting with trade unions.
	Application / Interview

	Experience of successfully managing the workforce aspects of change projects.
	Application / Interview

	Experience of leading and managing professional staff.
	Application / Interview

	2.   Knowledge, Skills and Abilities
	

	A comprehensive understanding of employment law affecting social care.
	Application / Interview / Assessment

	Strong leadership skills and the ability to lead a team and provide wider organisational leadership.
	Application / Interview / Assessment

	Excellent inter-personal skills and a personal and professional demeanour that creates confidence and credibility.
	Application / Interview / Assessment

	Excellent communication skills.
	Application / Interview / Assessment

	Excellent negotiation and influencing skills.
	Application / Interview / Assessment

	Highly motivated and not easily discouraged, with resilience and tenacity.
	Application / Interview / Assessment

	Excellent ICT skills and familiarity with productivity tools such as MS Word, Excel and Outlook. 
	Application / Interview / Assessment

	An understanding of HR management information systems.
	Application / Interview

	Ability to work effectively as part of a high performing team.
	Application / Interview / Assessment

	3.
Qualifications and Training

	A degree or equivalent qualification in HR, business administration or a related subject.
	Application

	A professional HR qualification, e.g. CIPD.
	Application

	Evidence of continued professional development.
	Application / Interview

	4.
Work Related Circumstances

	Must be prepared to travel as required by the demands of the job.
	Application / interview

	Must be prepared, on occasions, to work unsociable hours.
	Application / Interview

	Satisfactory Disclosure and Barring Service Assessment (DBS) check.
	Application


	Note to Applicants: Please try to show in your application form, how best you meet these requirements


