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We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 28 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in 42 countries worldwide.
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The Human Resources Team

The Human Resources team of ActionAid UK is responsible for setting the strategic direction and agenda for human resources in the UK and for  ensuring that all ‘people strategies’ are aligned, and contribute directly to the achievement of the organisational goals. The team is responsible for implementing global HR policies developed by the International Secretariat of ActionAid based in South Africa, and contributes to the development of these polices through the European Region forum. 
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Are you interested in applying?  Please return by email your CV, covering letter and equal opportunities form to jobs@actionaid.org.uk. 
ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity.

Registered charity number: 274467.

Closing date: 9.00am, Wednesday, 11th May 2011
Job Title:

Head of Human Resources 
Grade: 

6b 
Reporting To:
Performance and Accountability Director
Department: 

Performance and Accountability
Role Purpose: 
· To set the strategic direction of the Human Resources function in the UK, ensuring that all elements contribute directly, to the achievement of UK organisational goals  
· To build and provide leadership to a role model team within the organisation
· To work towards ensuring that the UK HR function is a centre of excellence and ActionAid UK an employer of choice in the sector
· To implement and represent within the UK context the global HR policies and standards of ActionAid International
· To promote good employee relations within ActionAid UK working closely with the union representatives 
Key Contacts:  Performance and Accountability Director, UK senior management team,  Heads of Teams, union representatives, members of the UK Performance and Accountability team,  Human Resources community across ActionAid International, external practitioners and consultants
Key accountabilities

	To set the strategic direction of Human Resources function in the UK and ensure that all elements  contribute directly, to the achievement of UK organisational  goals
	30%




· Develop a system and culture of performance management and objective setting within ActionAid UK.

· Develop and implement successful strategies for engaging and working with senior managers and other employees in the management of change and attainment of good HR practice. 
· Identify changing, emerging and new trends in HR and bring to the attention of senior colleagues in order to inform strategy and business practice.
· Develop and regularly review the HR structure and function to support the strategic objectives of ActionAid UK 
· Identify needs and opportunities to improve HR  services in consultation with users and stakeholders, based on logical conclusions drawn from valid and reliable data

· Ensure that the policies of ActionAid UK are compliant with UK legislation, relate appropriately to ActionAid International global HR policies and that they contribute to the achievement of the ActionAid UK strategy
· Lead on ensuring that reward and performance management systems are competitive and that they are aligned to the achievement of ActionAid UK’s strategic plan.
· Develop, implement and manage a competency framework to underpin the recruitment and development of ActionAid UK employees 
· Ensure the provision of a cost effective and efficient recruitment system that meets the current and future needs of ActionAid UK.
· Lead on workforce planning within ActionAid UK including succession planning
· Ensure systems and support is in place to ensure that ActionAid UK HR policies and procedures are consistently implemented and adhered to. 
· Develop relevant HR metrics that quantify the added value to the organisation of the function and meet the reporting requirements of ActionAid UK and ActionAid International.
· Take an active part in the Europe regional management team.
· Integrate the provision of a proactive, cost effective Human Resources service (including payroll, pensions, personnel administration, training and development) to support the business strategy
	To lead, manage and develop the Human Resources team
	25%




· Recruit, induct, motivate and retain a high performance, appropriately qualified HR team within ActionAid UK’s pay structures and the HR team budget
· Ensure that all HR staff fully understand ActionAid’s mission, vision, values and strategic aims
· Lead the team to achieve the goals and objectives as set out in the HR Plan, addressing underperformance promptly and in line with organisational policies where necessary
· Embed the principles of a business partnership approach to ensure effective support to other ActionAid UK departments in achieving their plans 
· Ensure each team member receives appropriate development opportunities through the ActionAid's appraisal system, and regular 1:1 feedback and coaching sessions with their manager/supervisor.
· Ensure that  the HR team maintains current awareness on key decisions rulings and interpretations of relevance to the working environment and business objectives in the area of Employment Law (UK & European)
· Produce, manage and maintain HR team budget and the central training and recruitment budgets for ActionAid UK.
· To make recommendations to the Performance and Accountability Director for the development of the HR team and HR strategy to add value to the function’s contribution to the achievement of the ActionAid UK strategy.

· Overall responsibility for ensuring implementation of data protection within the HR function.

	Ensure that ActionAid's best interests are served and the organisation is appropriately represented in all employee relations issues
	20%




· Ensure that there is appropriate consultation and communication with stakeholders in the development and implementation of HR policies and in the management of organisational changes. 

· Provide independent, quality advice to management on employee relations policy and practice in response to complex and sensitive employee queries
· Ensure that line managers receive appropriate training in the management of employee relations issues. In particular; disciplinary, grievance, harassment and Equal Opportunities issues.
· Promote a culture of constructive working relationships between staff.
· Ensure that ActionAid UK has cost effective, consistent and appropriate external legal advice on employment law matters, both for specific issues and as part of a management awareness programme. 
· Ensure that the recognition agreement with the recognised trade Union is adhered to. Meet monthly with union representatives.
	Manage and co-ordinate HR related projects.
	15%




· Lead on the management, planning and co-ordination of major HR projects, dealing with issues as they arise. Provide guidance  on relevant issues and propose appropriate methods and processes of working.

· Carry out project work as required.
· Ensure all project work delivered by the HR team is measureable and is evaluated.
· Develop a portfolio of suitable consultants/ freelancers to carry out HR projects, follow ActionAid UK procurement and preferred provider policies, write Terms of Reference, assess quotes for a job, assess quality of work, sign off the work, complete paperwork for payment.

· Responsible for signing off payments for consultant/ freelance work once satisfied with the quality.

	Implement and manage a robust framework for employee development  in support of strategic objectives and priorities

	10%




· Ensure that a system is in place to appropriately determine strategic employee development needs of ActionAid UK. 

· Ensure that a system is in place to identify and develop talent within ActionAid UK

· Develop an annual training plan for ActionAid UK.
· Ensure that a system is in place to prioritise requests to the central training budget. 

· Ensure that a system of approved providers is in place.

· Audit annually the effectiveness of training provision on achieving objectives.
	Person Specification: Head of Human Resources ActionAid UK

	Date: March 2011

	

	Essential
	Desirable

	Qualifications and Knowledge

	Full membership of the CIPD
	FCIPD

	Degree level or equivalent qualification
	Post graduate degree in management or relevant subject area

	Comprehensive knowledge of UK employment law.
	Project management qualification

	
	Qualified and experienced in the use of psychometric tools 

	
	

	Experience

	Substantial HR experience at senior/middle management level
	Payroll management

	Demonstrable track record in improving performance and effectiveness of teams and individuals
	Reviewing HR structures and business processes.

	Experience of working with and negotiating with Trade Union negotiations.
	Commissioning and managing consultant services

	Effective management of a budget 
	Training needs analysis/audit

	Developing HR strategy
	

	
	Training/development strategy.

	Substantial experience of  managing and leading an HR team
	HR MIS/IT project management.

	Development and management of competency frameworks 
	

	Policy and procedures development
	Workforce planning and talent management

	Experience of managing HR projects from inception to completion.
	

	Development of rewards and benefits packages.
	

	Significant experience of managing and resolving employee relations issues including sensitive and complex cases
	Experience of managing Employment Tribunal claims

	Job evaluation schemes management
	

	Experience of working with and advising senior management teams.
	

	Development and implementation of effective employee resourcing and talent management processes.
	

	Skills and Abilities

	Negotiation and coaching skills, including the ability to coach and develop senior managers
	

	Demonstrable gravitas and ability to build strong working relationships with key stakeholders.
	

	Strong influencing skills, able to persuade others to support own goals
	

	Sound leadership skills, able to inspire and motivate others
	

	A very high standard of written and oral communication skills  including the ability to write excellent reports, articulate sound arguments and adapt style to audience
	

	Demonstrable presentation skills, able to design and deliver training and  communications confidently and effectively
	

	Able to analyse and interpret financial and statistical information
	

	Team player, able to maintain strong and supportive working relationships both in HR and across functions
	

	Flexible and responsive, able to work effectively with competing and changing demands
	

	IT skills (Microsoft office) 
	HR databases

	Other

	Commitment to the mission vision and values of ActionAid.
	. Experience of working in the NGO sector

	Ability to travel for business within the UK on occasion
	


Terms and conditions of employment at ActionAid
1. Contract Status:

Open ended
2. Place of work:

ActionAid UK. 33-39 Bowling Green Lane, London. 

EC1R 0BJ
3. Salary:


£49,566 - £53,065 p/a
4. Probation period:

Six months
5. Notice period:

1 month during probationary period 3 months thereafter

6. Working hours:

35 hours flexible working week

Benefits include:

· 27 holidays per calendar year 
· Group Personal Pension Plan - employer contributes 10%, employee 3%;

· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate membership of local gym
· Bike2Work Scheme
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