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JOB DESCRIPTION: HR & OPERATIONS MANAGER

ROLE DESCRIPTION
PURPOSE
To deliver a high-quality, hands-on HR service across the organisation, ensuring effective people management, compliance, and support to managers and staff.
The role is primarily HR-focused, with responsibility for overseeing office operations to ensure the organisation runs efficiently on a day-to-day basis. The postholder will be supported by administrative and finance colleagues to ensure a collaborative approach to operational responsibilities.
The role also includes contributing to the ongoing development and improvement of HR practices, systems, and processes, supporting a positive and effective working environment.

Key Responsibilities
1. HR Delivery & Casework (Core Focus)
1. Manage the full employee lifecycle (recruitment, onboarding, development, exit)
1. Provide practical advice and support to managers on: 
1. Employee relations (disciplinary, grievance, absence)
1. HR policies and procedures
1. Lead on HR casework, ensuring fair and consistent application
1. Maintain accurate and compliant HR records

2. Continuous Improvement & Practice Development 
1. Review and update HR policies in line with best practice and legislation
1. Identify areas for improvement in systems, processes, and ways of working
1. Support the development of consistent and effective people practices
1. Contribute to initiatives that enhance staff experience, wellbeing, and engagement
Note: This role contributes to improvement rather than owning organisational strategy





3. Office & Operational Management
1. Oversee the day-to-day running of the office and working environment
1. Manage suppliers, facilities, and office systems
1. Ensure compliance with health & safety and workplace requirements
1. Work in collaboration with administrative and finance colleagues to support operational delivery

4. Compliance & Governance Support
1. Ensure HR practices comply with employment law and organisational policies
1. Support safer recruitment processes (including PVG where relevant)
1. Maintain documentation to support audit, funding, and governance requirements

5. Organisational Support
1. Provide input to senior colleagues on workforce and operational issues
1. Support implementation of organisational changes
1. Contribute to internal communication and staff engagement

Person Specification
Essential Criteria
Experience
1. Proven experience in a generalist HR role, managing the full employee lifecycle
1. Demonstrable experience handling employee relations casework (disciplinary, grievance, absence)
1. Experience providing advice and guidance to managers on HR matters
1. Experience maintaining HR systems, records, and processes
1. Experience working in a small organisation or standalone HR role (or similar environment)
Knowledge
1. Sound knowledge of UK Employment law and HR best practice
1. Understanding of HR policies and procedures and how they are applied in practice
1. Awareness of GDPR and confidentiality requirements in HR





Skills
1. Strong organisational skills with the ability to manage multiple priorities
1. Excellent interpersonal and communication skills
1. Ability to handle sensitive situations with professionalism and discretion
1. Strong problem-solving skills with a practical, solutions-focused approach
1. Ability to work independently and take ownership of workload

Approach / Behaviours
1. Hands-on and delivery-focused
1. Proactive – able to identify issues and take action
1. Collaborative and supportive in working with managers and colleagues
1. Commitment to a positive, inclusive workplace culture

Desirable Criteria
Experience
1. Experience of reviewing or improving HR policies, systems, or processes
1. Experience working within the charity, public, or regulated sector
1. Experience supporting organisational change or service development
1. Experience with office or facilities management responsibilities

Qualifications
1. CIPD Level 5 (or working towards), or equivalent experience

Knowledge
1. Understanding of OSCR or charity governance requirements
1. Knowledge of safeguarding and PVG scheme processes 
1. Awareness of health & safety requirements in an office setting









	COMPETENCY MANAGEMENT FRAMEWORK & SKILL LEVEL  
	(ALL ESSENTIAL ASSESSED AT INTERVIEW)  
Indicators of Advanced-Level Practice 

	DATA DRIVEN DECISION MAKING 
	Advanced  
	Uses HR and operational data to identify trends, inform decisions and recommend improvements. Balances people, legal and organisational considerations when making decisions. Ensures accurate records and compliance with GDPR and reporting requirements.

	STRATEGIC THINKING 
	Advanced
		



	Understands how HR and operational activities support organisational objectives. Identifies opportunities to improve policies, systems and ways of working. Anticipates workforce risks and contributes to continuous improvement and organisational change.




	PROACTIVE OWNERSHIP 
	Advanced
	Takes ownership of the HR function and operational responsibilities, resolving issues independently wherever appropriate. Identifies risks early, implements practical solutions and escalates complex matters when required. Continuously seeks opportunities to improve services and processes.

	MANAGING MULTIPLE PRIORITIES 
	Advanced
	Effectively manages a varied workload across HR, operations and compliance. Prioritises competing demands according to organisational need and risk, while maintaining quality, accuracy and deadlines. Adapts plans in response to changing priorities.

	ADAPTIVE THINKING 
	Advanced
	Responds positively to changes in legislation, organisational priorities and operational demands. Reviews existing practices and introduces more effective approaches where appropriate. Supports managers and colleagues to adapt to change confidently.

	INSPIRING LEADERSHIP 
	Advanced
		



	Builds credibility through professional expertise and trusted relationships. Provides confident advice, coaching and constructive challenge to managers on people matters. Promotes accountability, professionalism and positive working practices across the organisation.




	RESILIENCE 
	Advanced
	Maintains professionalism and sound judgement when managing sensitive, complex or high-pressure situations. Balances competing demands effectively and supports others through periods of change while maintaining personal wellbeing. 

	INTEGRITY 
	Advanced
	Demonstrates professionalism, discretion and impartiality when handling confidential information and employee matters. Applies policies, employment law and organisational values consistently, ensuring fair and evidence-based decision making.

	COLLABORATIVE IMPACT 
	Advanced 
	Develops effective working relationships across the organisation and with external stakeholders. Works collaboratively to resolve issues, improve services and achieve shared objectives. Encourages open communication and a positive, inclusive working environment.
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