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ActionAid doesn’t just tackle the effects of poverty. We also change what keeps people poor. 

ActionAid improves people’s lives every day. But we know that’s not enough. So we work relentlessly to change whatever is keeping them trapped in poverty. This means we have a better chance of ending 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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Performance & Accountability Department
The Performance & Accountability department is accountable to the Executive Director, ActionAid UK and has been created to lead continued change in the organisation in an increasingly complex and fast-moving world. The overall ethos of the department is to support the organisation to ‘up its game’ to a higher level of performance. We are now entering a key point as ActionAid UK embarks on developing a new five year strategy. The department operates on strong organisational development principles and sees itself as supporting the people, culture and accountability agendas.

We want to focus, in particular, on strategic ways to improve both organisational and individual performance – tackling cross-organisational challenges, motivating employees and setting a culture where good performance flourishes and any blocks to effective delivery are challenged and resolved. The whole international aid sector, is facing demands for increased accountability and the challenge of demonstrating the difference we make – we want to be leaders in responding to this. We have to account to a variety of stakeholders – in the UK and internationally. We also need to ensure appropriate accountability of ActionAid International to ActionAid UK and vice-versa.
Performance & Accountability Department
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JOB DESCRIPTION

ROLE:


Head of Human Resources (Interim)
REPORTS TO:

Director of Performance and Accountability

RESPONSIBLE FOR:
HR Manager





Senior HR Advisor 





HR Officer
ROLE PURPOSE:
Management of the HR team and service delivery. 

KEY RESPONSIBILITIES:

Plan and implement the restructure of the core HR team including any agreed project-based resource as agreed with the Senior Management Team lawfully, fairly and within budget 

Ensure a robust, effective and consistent recruitment and selection process is in place, embedded within the organisation and provides value for money

Visibly drive a strong performance culture within the HR team that reinforces the organisation’s required behaviours, values and ethos

Ensure that an effective plan of revisions and updates to terms and conditions, HR policies, procedures and practices is established and delivered

Lead on employee relations cases, contracting effectively to advise and support the HR team and managers as appropriate on managing instances of maternity, paternity, adoption, flexible working, disciplinary, grievances, capability, redundancy and dismissal, ensuring compliance with law and organisational policy and a balanced approach to the rights and needs of both employees and the organisation

Manage the day to day work of the HR department, ensuring that a high quality, legally compliant and cost-effective service is consistently provided to managers, staff, volunteers and external customers

SPECIFIC RESPONSIBILITIES:

· Lead on implementing an effective recruitment and retention strategy, from advertising, interviewing and inducting, through to workforce planning, talent management and succession planning

· Define and lead on the implementation of the Internal Communication Strategy

· Work closely with key stakeholders to provide an effective HR service to 165 AA UK staff and to ensure the delivery of the HR Service Level Agreement to the 65 AA International staff

· Work closely with the Director of Performance and Accountability, maintaining regular communication on progress and highlighting issues of concern
· Lead on relevant employee consultation, including Union negotiation and engagement.

· Provide clear leadership and direction and communicate a  strong sense of purpose to staff, encouraging them in thinking and work with a corporate approach

· Take overall responsibility for development of and adherence to HR policies, procedures and practices, ensuring that they are clear, robust, compliant and, through the HR team,  communicated to the organisation and delivered efficiently and effectively

· Align the work and focus of the Department with the strategy and direction of the Board and SMT
· Adhere to and uphold ActionAid UK’s mission, vision, social purpose, strategic aims and policies

· Act with integrity and maintain the highest professional standards at all times
· Undertake any other reasonable duties as agreed in advance with the Director of Performance and Accountability.

PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications
	Chartered MCIPD or equivalent 

	Management 
qualification 


	Experience
	Substantial management experience gained in the third sector, or proven track record of successful interim 
roles

Significant experience of working at senior 
management level and of leading an HR function in a medium to large-sized organisation (200+ employees)

Sound experience of generalist HR management, 
at both strategic and operational levels

Significant experience of initiating and/or managing 
change plus the planning and delivery of projects
Proven experience of effective leadership and management of staff

Highly experienced in the management of employee relations casework, including  disciplinary, grievance, capability, redundancy and dismissal procedures

	

	Knowledge
	Understanding of the principles of effective staff management
Thorough understanding of UK and European  employment law and current best HR practice, and 
ability to monitor developments


	Knowledge of 
International Non 
Government 
Organisations (NGOs)

 

	Skills
	Good verbal and written communication skills and accuracy including ability to write and present reports
Excellent organisational skills, effective in a highly 
varied environment

Experience of successfully leading employee and 
union consultation and engagement

Translation of change management principles into 
effective operational plans.
Excellent persuasion, influencing and negotiating skills

	

	Personal attributes
	Highly credible manager, able to maintain strong relationships with all stakeholders

Proactive, solution focussed, with the ability to think “outside the box”

Change agent, able to analyse a situation and provide options for change and improvement 

Excellent influencing skills, able to articulate a vision,
 share ideas and enthuse others to achieve the organisational and departmental goals
Good teamworker, able to accommodate the needs of others and promote the good of the whole

Able to lead and motivate teams and  maintain high standards of performance among staff

Resilient, able to handle and resolve difficult issues e.g. with staff. Willing and able to hold the corporate line in
 the face of resistance
Performance- focused, having high expectations of self and staff

	Commercially focussed; acts in the financial interests of the organisation in managing risk


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

3 Months ( 2.5 – 5 days per week)
2. Place of work:

33-39 Bowling Green Lane, London N19 5PG

3. Salary:


£48,000 - £50,000 per annum (Pro Rata)
4. Grade


6B
5. Probation period:
1 month
6. Notice period:

1 month
7. Working hours:

2.5 – 5 days per week (TBD) 

Benefits include:

· 27 holidays per calendar year 
· Group Personal Pension Plan - employer contributes 10%, employee 3%. The employee can make contributions up to 10%;
· Flexible working hours and family friendly policies
· Interest-free season ticket loan
· Child care vouchers
· Bike2Work Scheme
· Corporate gym membership rates
· Free tea and coffee facilities
Interested in applying? Please submit your CV, Equal Opportunity Monitoring form and a covering letter to jobs@actionaid.org  with the heading ‘Application for Interim Head Of Human Resources, reference 005’ in the subject line. Your covering letter should state clearly your suitability for the role 

ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity.

Closing date: 31st January 2011
Interview date: 4th February 2011

Registered charity number: 274467
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