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Catholic TRUST fOR england and wales


Job Description and Person Specification
Part-time HR Manager 
Job Purpose:
To provide an efficient and efficient HR function, ensuring that the Bishops’ Conference has a competent and motivated workforce capable of delivering effective services in line with its vision, values and goals.  The post holder will take the lead for HR specific projects in support of CaTEW’s HR objectives.

Accountable to: 


The reporting structure for this role is on three levels. 

Level 1 - the post holder will be line managed by the Assistant General Secretary – Operations.
Level 2 - the post holder is accountable to the General Secretary on overall HR matters.
Level 3 – the post holder is accountable to the Personnel Committee within the structures of CaTEW Board of Trustees on strategic matters.
Main duties and areas of responsibilities:

1. To develop and implement HR strategies, policies and procedures that are legally compliant, accord with best practice and the ethos of the Catholic Church, and support CaTEW to deliver its strategic aims and objectives;

2. To provide an effective HR service that is proactive, flexible, and solution focussed;

3. To develop and promote effective relationships across and between the staff employed by CaTEW on behalf of the Bishops’ Conference, which are fair, consultative and meet best practice;

4. To provide high quality, constructive advice and guidance to line management and staff on all HR policies and procedures, ensuring these meet organisational needs, are cost effective and solution focused.
5. To develop and promote internal and external initiatives that are effective in the delivery of the highest standards of HR practice, and supports the performance and improvement of CaTEW;

6. Provide expert advice and support to the CaTEW Board (through the Personnel Committee), General Secretary and senior management on a range of operational and strategic staffing issues, including complex employee relations;
7. To manage the delegated HR/training budgets, to approve spending within the designated limits, ensure cost effective use of resources and delivery of services. 

8. To ensure that performance plans and other performance review requirements are produced, reviewed and effectively used; 

9. To be responsible for the production of comprehensive, accurate and up to date human resources management information, which assists and improves organisational decision making; 
10. To ensure that HR actively contributes at a strategic level to operational workforce and business planning processes;
11. To prepare and present reports to CaTEW Board, General Secretary, senior management, and external partners and stakeholders as required on a broad range of strategic and operational HR issues;

12. To be responsible for benchmarking the HR service with internal and external comparators and constantly striving for performance improvement.
13. To undertake other tasks as requested by the General Secretary.

This job profile is not a definitive list of responsibilities but identifies the key components of the role. The specific objectives of the post-holder will be subject to review as part of the individual performance review process.

PERSON SPECIFICATION
HR Manager 

	
	Essential Criteria
	Desirable Criteria

	Faith/Beliefs
	· Sympathetic to, and have a good understanding of the Catholic Church with the potential to develop further knowledge of its work and structures.


	

	Experience
	· Experience at HR Manager level.

· Experience in developing and Supporting HR Strategies.

· Experience of managing staff, demonstrating sound people management skills.

· Experience of managing a number of projects. 
· Proven experience on working autonomously.


	· Demonstrable project management. 

· Experience of partnership working in voluntary and/or public sector environment. 



	Knowledge


	· Detailed knowledge of employment law.
· Excellent HR management knowledge.
· Excellent communication skills i.e. Verbal, Face to face and written.
· Excellent IT knowledge including MS Office – Word, Excel, Outlook and PowerPoint


	· Leadership skills.
· Awareness and understanding of CaTEW’s visions and values.
· Computerised databases i.e. Access, Filemaker-Pro



	Qualifications

	· Degree or equivalent experience

· CIPD qualified


	· Postgraduate Studies in HR or equivalent experience. 


	Skills/ Abilities

	· Experience of analysing data and reports.
· Ability to make decisions.

· Ability to work effectively with senior management colleagues.

· Problem solving, facilitation and negotiating skills.

· Negotiation skills.

· Well developed interpersonal skills especially when handling conflicts 

· Manage a heavy workload, work under pressure, identify priorities and meet deadlines.

· Ability to perform under pressure, quickly and effectively, making timely managerial decisions and following through agreed decisions.


	· Ability to delegate effectively.



	Personal attributes


	· Commitment to equality and diversity.

· Working style which is inclusive, supportive and approachable.

· Sets and maintains high personal and professional standards.

· Can demonstrate personal credibility and work with integrity at all times


	· Demonstrate use of own network




TERMS AND CONDITIONS
· The employer is the Catholic Trust for England and Wales, on behalf of the Catholic Bishops’ Conference of England and Wales – CaTEW is a registered charity No 1097482.
· Place of work is 39 Eccleston Square, London SW1V 1BX.

· This is a part-time post based on 21 hours per week on CaTEW Grade 1 Level with a pro-rata salary of £27,754.80 (full-time equivalent is £46,258). Salaries are reviewed annually.

· This post is subject to satisfactory completion of six months probationary period.

· There is a CaTEW personal pension plan scheme which CaTEW will match contributions up to a maximum of 6% of salary. You are eligible to join after 3 months.
· We offer a death in service benefit which is three times the basic salary.
· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.
© Catholic Trust for England & Wales 

[Registered charity no:1097482, Company no:4734592] 
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