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JOB DESCRIPTION

This job description is not intended to be an exhaustive list of your responsibilities. We reserve the right to require you to undertake such other tasks or duties, as may be appropriate to your status, experience and capability. We reserve the right to transfer an employee from one job to another and from one department to another, subject to capability, in order to benefit the efficient operation of the business.


JOB TITLE: HR Manager (PT 28 Hours)
SALARY: £37,400 (pro rata)

MAIN PURPOSE OF THE JOB: 
The HR Manager will lead the development and implementation of people policies and procedures, ensuring compliance with employment law obligations, regulators and other compliance requirements. The postholder is expected to support managers to apply policies and procedures and work as part of a management team to promote values and foster a trust-based culture underpinned by learning and development, and professionalism.

WHO THEY ARE RESPONSIBLE TO: CEO

WHO THEY ARE RESPONSIBLE FOR: Organisation Wide Remit

MAIN TASKS OF THE JOB: 
· Ensure HR policies and procedures are up to date and reflect legislative developments and good practice guidance.
· Advise managers on people processes including performance management, absence management and training and development.
· Support the development and review of the charity’s recruitment and induction procedures, ensuring compliance with Safer Recruitment practices.
· Support managers to ensure fair work practices and equal opportunities are consistently applied when supporting people.
· With the CEO, lead the implementation of a learning and development programme which underpins quality driven service delivery.
· Work closely with the finance team on payroll processes, ensuring accurate personnel data is acted upon.
· Maintain employee records and systems in accordance with data protection and compliance requirements and compile evidence-based HR reports.
· Work with and advise the CEO on HR matters including disciplinary and grievances, case management and change/improvement projects.
· With other managers actively foster a trust-based work environment which promotes respect, fairness and inclusion through open communications, employee participation and professionalism.



CONTINUOUS PROFESSIONAL LEARNING, DEVELOPMENT AND HEALTH & WELLBEING:

· Take ownership of one’s own continuous professional development and learning as set out in FLF’s Supervision and Appraisal programme.
· Put into practice effective skills which promote inclusion, strength based working, and trauma informed delivery.
· Be committed to promoting safety-first practices to assure safety, wellbeing, selfcare and safeguarding for all.

All staff have a duty to protect supported individuals from abuse and to report any concerns immediately to their line manager or other management staff and to work in accordance with the Protection of Vulnerable Groups (Scotland) Act 2007 and Data Protection/GDPR legislation. This role will be reviewed under the Disclosure (Scotland) Act 2020 (updated August 2026) legislation and therefore any employee holding this role may be subject to Disclosure Checks or PVG membership requirements prior to taking up the role.

Employee Signed:		 ………………………………. 		Date: ……………….
Employer Signed: 		….……………………………. 		Date: ……………….



PERSON SPECFICATION

	Attributes
	Essential
	Desirable

	Experience
	· Previous experience as an HR generalist
· Demonstrable experience in developing and implementing HR policies and practices   
· Previous experience in case management
· Experience in managing difficult conversations
· Experience in overseeing recruitment and onboarding procedures
· Experience is supporting managers  
· Experience in managing HR records and data
	· Experience in working in the third sector
· Experience in managing competing priorities

	Education, Qualifications & Training
	· Formal training and/or education in HR management (CIPD Level 5 or equivalent)
· CIPD membership or working towards full membership
· Evidence of HR CPD  
	

	Skills, Abilities & Knowledge
	· Collaborative approach to leadership and the ability to build and influence relationships positively and fairly with a wide range of individuals
· Sound knowledge of equality, diversity and inclusion
· Ability to understand and apply employment law provisions and statutory guidance
· Ability to develop and implement performance management and training and development plans
· Computer competency in Word, Excel, Powerpoint, TEAMS, Internet and emails
· Ability to critically assess HR risks and issues and translate these into meaningful opportunities for positive outcomes, change or improvements
· Organised, efficient and committed to meeting deadlines
· Proven problem-solving skills and the ability to report HR data/metrics
· Ability and commitment to lead with integrity within professional boundaries
	· Knowledge and ability to embed Trauma Informed Principles
· Understanding of Quality Assurance and Audit
· Full Valid Driving License and access to own transport (with business insurance) or otherwise be able to travel throughout Fife

	Interpersonal & Communication Skills
	· Able to manage own and other’s emotions in a calm and thoughtful manner
· Able to actively listen, negotiate with others, build consensus and take decisions based upon sound judgement, risk evaluation and achievable outcomes
· Ability to manage conflict head on with compassion, understanding and fairness
· Outward looking, and ability to drive continuous improvement and learning within resource capacity
	· Able to proactively seek advice and gain support from others
· Experience of reflective practice
· Willingness to develop practices which increases staff involvement to influence change and improvement
· Commitment to promoting the charity


	Value Base
	· Commitment to the principles and practice of continuous improvement
· Commitment to achieve and celebrate successes
· A belief in and evidence of upholding  inclusion, fairness, respect and honesty at work
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