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JOB DESCRIPTION

	 JOB DETAILS

	Group:                Resources Directorate 

	Post title:            Head of Human Resources & Organisational Development 

	Post number:     CCCI20

	Post grade:        J

	Section:              Human Resources & Organisational Development

	Responsible to: Executive Director: Resources

	

	MAIN PURPOSE OF JOB

	To lead the Human Resources & Organisational Development team, providing day-to-day management and support to ensure an effective HR and OD function within the council. 

To lead, develop and implement the council’s workforce policies, strategies, plans and procedures.

To support the ongoing development of staff productivity, performance and satisfaction.

Work directly with the Chief Executive and the Executive Director: Resources on organisational development and culture. 

To deliver and continuously improve the service area and collaborate with colleagues, members and partners to support the implementation of objectives in the Council Plan.

Secure the council’s reputation as a great place to work and make it an employer of choice where talented people choose to work and develop their careers.

As part of the council’s wider leadership team, contribute to the effective corporate and operational management of the council 


	

	RESPONSIBILITIES

	
A. Corporate

Taking direction from the Executive Director: Resources, work together with relevant senior managers to identify opportunities for organisational development and culture change, acting as a catalyst for change and improvement across the council.  

Ensure the implementation of national policy and formulate/implement local policy in respect of the HR & OD function. 

To act as the council’s lead for all human resource and organisational development matters.

Responsible for the production and delivery of service area work and project plans, ensuring they are in line with service plan and council plan priorities and objectives.

To prepare reports and represent the council at meetings, internal and external to the council, during and outside normal working hours.

Build constructive relationships with members, partners, and colleagues across all service areas

Contribute to developing the reputation of the council by participating in matters related to the media as required.

To provide full detailed support to the council’s decision making process, including interpretation of national advice, preparation and presentation of reports to relevant council, committees and scrutiny process and implementation of decisions.

Support the council’s emergency planning, critical incidents, and service response arrangements through participating in management cover arrangements and undertaking any designated roles specified under these plans.

To deliver services in accordance with the Customer Service Strategy and contribute to the transformational government agenda bringing about service efficiencies and business development through innovative use of technology and process change.

Support the council’s carbon reduction agenda and champion measures to reduce harmful effects on the environment within remit. 


B. Team Management – Activity, Performance, People and Resources

To provide leadership to the service area, coordinating and leading people to ensure the effective delivery of service objectives and performance within allocated budget.

Provide personal and visible leadership to create a positive environment for people to perform, supporting and encouraging their personal and professional development for current, and where applicable, future roles. 

To set high, but realistic, professional standards ensuring they are met and improving individual performance, challenging unacceptable performance and behaviour on a consistent basis when necessary.

Ensure all HR policies are applied fairly and consistently within the service and across the council.

Responsible for monitoring and controlling budget and service performance on a regular basis to ensure both are in line with target/projections, raising any variance and proposed corrective action with the Executive Director: Resources 

To explore, recommend and implement systems and processes that will continually improve performance.

To engage effectively with customers (internal and external), in order to understand their requirements from the service and meet their needs wherever possible.

Responsible for ensuring the HR and OD team requirements for compliance with data protection legislation are identified and met.





C. Specific Tasks

Provide high quality and robust support and advice to members, senior and operational managers on strategic and operational HR and OD matters.

Provide expert professional advice to the council’s decision making process, including interpretation of national advice, preparation and presentation of reports and data to the Management Team, Trade Union Liaison Group and relevant council committees.

Ensure HR performance indicators are put in place and accurately monitored and reported against target to enable the council to manage the effectiveness of its workforce strategy and plans. Taking timely action to respond as necessary to the issues raised by the data.

Advise and implement national and locally agreed conditions of service; to ensure that those approved  HR policies and procedures are adopted, implemented and adhered to consistently and fairly across the council.

Ensure the development and implementation of effective HR policies, procedures and systems, ensuring these are regularly updated to meet the business needs of the council, good HR practice and employment legislation.

Ensure the development, implementation and maintenance of effective HR and OD related IT systems to support the service and organisation requirements.

Provide expert HR and OD support to service reviews, providing timely and professional advice to managers on matters relating to effective change management and service restructure including TUPE, redeployment, redundancy etc.

Manage the recruitment and selection of employees. Participating in and designing selection processes, and developing and improving policies, systems and processes that will attract and encourage candidates with the appropriate skills, knowledge, experience and behaviours required by the council.

Lead the development of employees ensuring the strategic and operational requirements of the council are met through the provision of high quality training, performance management, career progression and apprenticeship schemes.

Promote an inclusive culture in the council’s workforce ensuring the principles of equality and diversity are integrated into all aspects of people management and HR policies and represent the HR function in relation to the development and implementation of corporate equality policy.

Lead the council’s drive to promote physical and mental wellbeing across the workforce developing and delivering programmes and initiatives that support staff in leading healthy and productive lives.

Manage the council’s pay and grading structure ensuring the fair and effective application of agreed job evaluation frameworks and adapting/changing these as necessary to meet business requirements. Ensuring ongoing challenges such as recruiting and retaining staff, maintaining equal pay and reducing the gender pay gap are dealt with.

Act as the primary point of liaison with unions, dealing with complex and controversial issues on which there may be differing views. 

Implement systematic ways of securing employee feedback and satisfaction levels with their employment, working conditions and levels of engagement. Putting in place agreed action plans to secure continuous improvement of employees’ experience in working at the council.

To act as a Deputy Safeguarding Lead in relation to staff or volunteers under the Director: Communities who acts as the Safeguarding Lead. 
  


	

	ORGANISATIONAL CHART

	Executive Director: Resources





Head of Human Resources & Organisational Development







HR& OD Assistant
HR & OD Business Partner

HR & OD Business Partner




	

	KEY WORKING RELATIONSHIPS

	Chief Officer Group
Managers 
Members
Unions 

	

	RESOURCES

	Personally accountable for budgets equivalent to 1% of revenue budget. 


	

	PHYSICAL DEMANDS

	This role will primarily be carried out in an office environment, with the requirement to be able to spend extended periods of time working on a computer at a desk, or attending meetings.   
 
There will be an occasional demand for travel to meetings.


	

	MENTAL DEMANDS

	The postholder will be required to engage in negotiations with unions, staff, managers and stakeholders to resolve controversial issues.  

The postholder may be exposed to distressing information through employee relations work or safeguarding responsibilities. 
 
The postholder will need to be able to manage a complex workload, balancing the demands to ensure council and legislative requirements are met whilst also responding to changing priorities as necessary. 


	

	WORKING ENVIRONMENT

	This role is suitable for hybrid working.  

	

	ALL STAFF RESPONSIBILITIES

	To adhere to all Council Policies, in particular Equal Opportunities.

To undertake any other duties properly assigned from time to time by your line manager which are appropriate to the grade and character of the post.

To be committed to the principles of equality, diversity and the ability to treat everyone who you come in contact with dignity and respect.

Tewkesbury Borough Council is committed to the principles of safeguarding and promoting the welfare of all children, young people and adults with additional care and support needs; therefore, all employees have a responsibility and duty of care to report safeguarding issues they become aware of or witness.


	

	HEALTH AND SAFETY

	Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others. 

To manage risk and to help formulate and comply with the Council’s Corporate Health, Safety and Welfare Plan, and to ensure that both systems and premises under your control are maintained in an acceptable standard to ensure the risk management and health and safety of staff and visitors.

	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Chartered membership of CIPD 
	☐	☒	Application form

	CIPD Level 7
	☒	☐	Application form

	Relevant degree or equivalent experience
	☒	☐	Application form

	Management qualification
	☐	☒	Application form

	Evidence of continuous professional development 
	☒	☐	Application form & interview

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Significant experience of working within a HR team
	☒	☐	Application form & interview

	Management experience
	☒	☐	Application form & interview

	Experience of local government
	☐	☒	Application form & interview

	Experience of managing resources including budgets, people and performance 
	☒	☐	Application form & interview

	Project Management experience
	☒	☐	Application form & interview

	Experience of developing and implementing policies and strategies
	☒	☐	Application form & interview

	Experience of job evaluation schemes 
	☒	☐	Application form & interview

	Experience of  HR systems use and  development
	☒	☐	Application form & interview

	
	
	
	

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Ability to work under pressure with minimal supervision
	☒	☐	Application form & interview

	Ability to undertake long term strategic and operational planning 
	☒	☐	Application form & interview

	Ability to lead and implement change
	☒	☐	Application form & interview

	Organised with the ability to manage a complex workload and meet deadlines.
	☒	☐	Application form & interview

	Excellent written and verbal communication skills, including the ability to present.
	☒	☐	Application form & interview

	Ability to understand, interpret and express complex data
	☒	☐	Application form & interview

	Ability to manage, lead, motivate and develop a team of HR professionals
	☒	☐	Application form & interview

	Ability to develop excellent working relationships with others
	☒	☐	Application form & interview

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Self motivated with the ability to motivate others
	☒	☐	Application form & interview

	Drives changes and commitment to continuous improvement
	☒	☐	Application form & interview

	Strong customer focus
	☒	☐	Application form & interview

	Ability to use own initiative
	☒	☐	Application form & interview

	Resilience to cope with competing demands and difficult situations

	☒	☐	Application form & interview

	High performance standards for self and others
	☒	☐	Application form & interview




we are Open and Honest          we are Respectful          we are Inclusive
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