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[bookmark: _GoBack]Role Title: 	Business Support and HR Manager 	 
Weekly Hours	21 Hours	
Duration 		12 months 
Remuneration 	£30-35,000 a year, pro rata	
Location                

1. Role Purpose and Background
This post will provide corporate support to VANL on business support and HR functions and also lead on the development of a proposal for a VANL Business and HR Support Service for the NL Community and Voluntary Sector. 
VANL has recently secured re-accreditation through Investors in People at Gold standard and was advised it is close to platinum standard.

1. Employed by  	Voluntary Action North Lanarkshire 


1. Reports to and supported by:  CEO


1. Direct Reports:  Business Support Officer and others as appropriate

1. Key Responsibilities
5.1 Manage VANL’s internal HR function including:
· HR policy and procedures
· recruitment 
· convening VANL’s quarterly HR Committee, including preparation of agendas and reports

5.2 Management of VANL’s internal Business Support function including:
· corporate policies and procedures 
· health and safety 
· ICT
· insurance
· office equipment and facilities




5.3 VANL Business and HR Support Service for the NL Community and Voluntary Sector.
· Work with the CEO and others to develop a proposal for a high quality, sliding fee-based service
· Identify funding opportunities and prepare funding applications

6. Person Specification
	
	Essential  
	Desirable


	6.1 Educational Attainment

	
	

	6.1.1 Degree-level qualification 

	x
	

	6.1.2 Specialist training/qualification – specialist HR training and CIPD membership at least Associate level

	x
	

	6.2 Values, attitudes and knowledge 

	
	

	6.2.1 A sound understanding of good organisational HR practice, preferably in the not-for profit sector

	x
	

	6.2.2 An understanding of good organisational business support, preferably in the not-for profit sector

	x
	

	6.2.2 A genuine interest in and knowledge of the community and voluntary sector and/or a commitment to develop this. 

	x
	

	6.2.1 Demonstrable commitment to making a positive contribution to residents and communities in North Lanarkshire.

	x
	

	6.2.3 A positive and “can do” attitude with a willingness to reflect, learn and improve. 

	x
	



Cont/




	6.3 Skills and Qualities and Experience

	
	

	6.3.1 At least two years’ experience of providing organisational HR support – preferably in the not-for-profit sector.

	x
	

	6.3.2 Experience of providing organisational business support - preferably in the not-for-profit sector.

	
	x

	6.3.3 Excellent organisational and administrative skills 

	x

	

	6.3.4Excellent verbal and written communication skills
	x

	

	6.3.5 Able to plan and manage work independently and well to deliver good-quality outputs to schedule.

	x
	

	6.3.6 Able to use ICT effectively to fulfil working responsibilities

	x
	

	6.3.7 Able to work well with internal and external colleagues

	
	

	6.3.8 Able to use ICT effectively to fulfil working responsibilities

	x
	


 
7. Terms and Conditions
7.1 Salary		£30-35,000 pro-rata, starting point dependent on experience and previous/current salary	 

7.2 Hours 	21	 

7.3 Contract	12 months, with possibility of extension	
	
7.4 Annual leave		25 days annual leave pro rata. Two days special leave [for birthday and Xmas shopping). 12 public holidays pro rata.





7.5 Contributory pension	6% employer’s contribution and minimum 3% employee
		contribution

7.6 Probationary period	3 months


7.7 Flexible working	flexible working arrangements regarding 
hours and home-based working.
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