JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:
HUMAN RESOURCES OPERATIONS MANAGER

DIRECTORATE:


SERVICE DELIVERY
SERVICE GROUP:


HR
GRADE:



5

RESPONSIBLE TO:
HEAD OF HR
RESPONSIBLE FOR:
HR ADVISER X 2
HR ADMINISTRATOR X 1 (plus any temporary support staff)




MAIN PURPOSE OF JOB

1. Lead and coordinate the operational delivery of a professional, responsive and customer-focused HR service across the Council, ensuring the provision of high-quality HR advice, support and solutions to managers and employees.


2. Provide professional leadership and oversight of employee relations casework, managing a personal caseload of complex and sensitive employment matters and ensuring the consistent application of employment legislation, HR policy and best practice.


3. Manage, develop and support the HR team, ensuring effective workload allocation, service resilience, continuous improvement and the delivery of an efficient and high-performing HR service.


4. Support the Head of HR in the development and delivery of the Council's People Strategy, workforce plans, organisational change programmes and Local Government Reorganisation (LGR) priorities.

5. Deputise for the Head of HR as required, providing leadership, expert advice and representation of the HR service across the organisation and with external stakeholders.

MAIN DUTIES

1. Lead and coordinate the operational delivery of the Human Resources service, ensuring the provision of professional, responsive and customer-focused HR advice and support across the Council.

2. Provide professional oversight and quality assurance of employee relations casework, personally managing a caseload of complex, sensitive and high-risk employment matters, including disciplinary, grievance, capability, absence management and organisational change cases.

3. Directly manage and develop the HR Adviser and HR Administrator roles, ensuring effective workload allocation, service resilience, performance management and the continuous development of team capability and professional standards.

4. Provide expert HR advice and guidance to senior managers, the Senior Leadership Team and elected Members on complex and sensitive workforce matters, preparing and presenting reports as required and representing the HR service at Committees, Panels and other formal meetings.

5. Support the Head of HR in the development and delivery of the Council's People Strategy, workforce plans, organisational development initiatives and Local Government Reorganisation (LGR) priorities, contributing to organisational change and service improvement activities.

6. Lead the development, review and implementation of HR policies, procedures and guidance, ensuring compliance with employment legislation, best practice and organisational requirements.

7. Maintain a comprehensive and up-to-date knowledge of employment legislation, HR best practice and emerging developments, ensuring that advice, case management and HR service delivery remain legally compliant, consistent and aligned with organisational priorities.

8. Monitor HR service performance, workforce metrics and service risks, identifying opportunities for continuous improvement and contributing to service planning, resource management and the achievement of corporate objectives.

9. Build effective working relationships with managers, employees, trade unions, Members and external partners, promoting a collaborative and solutions-focused approach to people management and organisational development.

10. Represent the HR service at internal and external meetings, professional networks and partnership forums, promoting best practice, collaborative working and the Council's interests.

11. Contribute to the effective management of HR resources and budgets, ensuring services are delivered efficiently and provide value for money.

12. Deputise for the Head of HR as required, providing leadership, representation and decision-making support across the full range of HR service responsibilities.

13. Safeguard children, young people and adults at risk and make referrals to the appropriate agency. Train and supervise staff to enable them to respond to the safeguarding needs of service users.
NOTE

This list of duties is not exclusive or exhaustive and the postholder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed on a regular basis together with the postholder and any changes made to reflect the needs of the service will be agreed with the postholder.

PERSON SPECIFICATION

Essential

Qualifications

· Qualified to degree level or able to demonstrate equivalent senior-level HR experience.
· CIPD qualified (or equivalent professional HR qualification) or able to demonstrate equivalent senior-level HR experience.

Experience

· Significant experience of delivering HR services at a senior advisory or management level within a complex organisation.

· Experience of managing and developing staff, including performance management, coaching and supporting professional development.

· Significant experience of managing complex and sensitive employee relations casework, including disciplinary, grievance, capability, absence management and organisational change matters.

· Experience of advising senior managers and supporting decision-making on workforce and employment matters.

· Experience of developing, reviewing and implementing HR policies, procedures and workforce initiatives.

· Experience of contributing to organisational change, workforce planning and service improvement activities.

· Experience of preparing reports and presenting information to senior management, elected Members, committees or other formal meetings.

· Experience of working constructively with trade unions and other stakeholders.

Knowledge

· Comprehensive knowledge of employment legislation, HR best practice and current workforce issues.

· Sound understanding of employee relations, organisational change and workforce management within a complex organisational environment.

· Knowledge of equality, diversity and inclusion principles and their application in employment practices.

· Understanding of the political, governance and accountability framework within which local government operates.

Skills and Abilities

· Ability to provide credible, pragmatic and solution-focused HR advice on complex workforce issues.

· Strong leadership and people management skills, with the ability to motivate, develop and support others.

· Excellent communication, influencing and negotiation skills, with the ability to build effective relationships at all levels.

· High level of numeracy, with the ability to analyse, interpret and present workforce data, management information and statistical trends to support decision-making and service improvement.
· Strong analytical and problem-solving skills, with the ability to exercise sound judgement and make balanced decisions.

· Ability to manage competing priorities, organise workloads effectively and deliver high-quality outcomes to deadlines.

· Ability to interpret and apply legislation, policy and guidance in a practical and consistent manner.

· Strong report writing, presentation and committee support skills.

· High levels of professionalism, integrity, discretion and confidentiality.

· Strong customer focus and commitment to continuous improvement.

Personal Attributes

· Resilient, adaptable and able to work effectively in a changing environment.

· Politically aware and able to operate effectively within a public sector governance framework.

· Collaborative and approachable, with a commitment to delivering excellent customer service.

Desirable

· Chartered Member of the CIPD.

· Experience of working within local government or the wider public sector.

· Management qualification or evidence of continuing professional development in leadership and management.

· Experience of contributing to service planning, performance management and budget monitoring.

COMPLEXITY AND CREATIVITY

This is a senior operational HR role responsible for leading and coordinating the delivery of HR services across the Council. The postholder manages a diverse and often competing workload, balancing operational priorities, complex employee relations matters, service improvement initiatives and organisational change activities.

The role requires the application of professional HR expertise to complex and often sensitive situations where there may be competing organisational, legal and individual considerations. The postholder is expected to develop practical and creative solutions that balance business needs, employment legislation, Council policies and employee wellbeing, often in situations where there is no clear precedent.

A significant proportion of the role involves managing complex employee relations issues and handling highly confidential and sensitive information relating to employees, managers and organisational matters. Each case requires careful assessment of risks, options and outcomes, together with the exercise of sound professional judgement, discretion and confidentiality.

The role also requires a proactive approach to identifying opportunities for service improvement, supporting organisational change, developing HR policies and practices, and promoting effective people management across the Council.

JUDGEMENT AND DECISIONS

The postholder is required to make and influence decisions on a wide range of complex HR matters, frequently involving sensitive employee relations issues, organisational change, policy interpretation and employment legislation. Many situations require the evaluation of competing priorities, risks and options where established procedures may not provide a complete solution.

The role involves providing professional advice and recommendations to managers, senior leaders and elected Members, often in circumstances where the implications of decisions may have significant operational, financial, employee relations or legal consequences. The postholder must be able to influence and challenge constructively, supporting managers to reach appropriate and defensible outcomes.

The postholder regularly works with highly confidential and sensitive information, including disciplinary, grievance, capability, absence management, restructuring and employment tribunal matters, where inappropriate decisions or disclosure could have significant legal, financial and reputational consequences for the Council.

Sound judgement is essential when interpreting employment legislation, HR policies and best practice and applying these to complex and varied circumstances. Decisions must take account of organisational objectives, employee wellbeing, legal compliance and reputational considerations.

The postholder is expected to exercise a high degree of professional autonomy, recognising when matters should be escalated to the Head of HR while taking responsibility for day-to-day decisions within their area of expertise. Poor judgement could expose the Council to employee relations disputes, legal challenge, financial costs and reputational risk.

CONTACTS (INTERNAL 75 % EXTERNAL 25%)

Internal:

All employees up to and including the Chief Executive
Councillors.

External:

Recruitment/advertising agencies.

Consultants.

Job applicants.

Employer's Organisation.
HR Forum groups
Trade Union – Representatives and Regional Officers

Training establishments and providers.

Pension Fund Administrators.

Other local authority HR teams

HR service providers for example Employee Assistance Programme, Occupational Health Service etc.

