
Human Resources and Operations Manager
	 Job title: Human Resources and Operations Manager
	Hybrid working: 
Home based and from office in East London (E1)

	 Accountable to: CEO
	 

	 Salary: £37,000-£40,000
	 Hours: 35 hr week 

	 Disclosure: Enhanced 
	 Contract: Full time, permanent 


Tackling the root causes of homelessness in London

For homeless people, or those at risk of homelessness, finding employment and housing opportunities can feel like an uphill battle, even more so if they’re affected by physical, mental health or substance misuse issues.

Providence Row works with more than 1800 homeless and vulnerably housed people a year in London, offering an integrated service of crisis support, advice, recovery and learning and training programmes.  Our aim is to ensure that people who are so often excluded from mainstream services gain the support and opportunities they need to create[image: image1.png]PROVIDENCE ROW
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 a safe, healthy and sustainable life away from the streets.

We provide: a resource centre for people who are rough sleeping, with breakfast, showers and access to IT; advice and support for people who are homeless or at risk of homelessness; recovery and progression for people whose mental health and substance use issues are affecting their ability to find and stay in accommodation; and trainee schemes to help people with complex needs to move into regular learning, volunteering or work.  Central to our work are our core values of Compassion, Respect, Inclusiveness, Empowerment and Justice.  These inform the content, style and delivery of all of our services.

As Human Resources and Operations Manager you will:
· Deliver an excellent HR service

· Lead on HR support to Directors, Heads of Services and Line Managers
· Support the governance function for the charity

· Provide executive support to the CEO and Leadership Team
· Take responsibility for Health and Safety compliance for the organisation including staff inductions
The ideal candidate 
· Driven and highly motivated to lead the improvement of processes and procedures providing excellent support across the organisation

· Experienced and confident  to  deliver the key areas of the role and working autonomously 

· Positive attitude and able to work well as part of a highly motivated staff team
Key responsibilities 

Human Resources Administration and Management
· Management of the charity’s staff recruitment process including placing adverts, setting up interviews and collating equalities data
· Management of HR processes including employment contracts for new staff and induction for new staff and volunteers
· Management of HR records, liaising with managers as required
· Provision of administrative support for recruitment 

· Ensure compliance with  DBS requirements 
· Ensure all policies and procedures are regularly updated and effectively implemented and keep up to date with current HR related  legislation
· Lead on charity EDI strategy
Support governance of the charity 
· Provide administrative support for Governance meetings and ensure papers are filed as appropriate
· Organise the Board meetings schedule 
· Assist the Leadership Team in managing legal and governance issues
Provide executive support to the CEO and Leadership Team
· Support the CEO role as required
· Assist with meetings minutes and actions as required
Health and Safety
· Oversee  all aspects of Health and Safety within the organisation
Other Duties 
· Take on occasional pieces of work as agreed with the CEO
· Lead on cross organisational projects in collaboration with the CEO and Leadership Team
Person Specification

	Knowledge and Experience
	Essential / Desirable

	Experience of leading on HR responsibilities
	Essential

	Good knowledge of HR and Health and Safety regulations and experience of implementing these 
	Essential

	Experience of managing budgets
	Desirable

	Experience of petty cash, raising invoices and dealing with basic financial issues
	Desirable

	Excellent IT skills 
	Essential

	Experience of providing executive support to senior teams
	Desirable

	Understanding of keeping and organising HR records in compliance with Data Protection
	Essential

	Experience of planning and managing a diverse workload
	Essential

	Skills and Attributes
	

	Excellent verbal and written communication skills
	Essential

	Excellent time management skills with the ability to work independently and to agreed deadlines
	Essential

	Willing  to work outside of normal office hours for governance meetings and other occasional responsibilities
	Essential

	Flexible with a positive  attitude
	Essential

	An empathy with the needs of vulnerable people and willingness to learn about homelessness 
	Essential 

	Capacity to work within the values of Providence Row (Respect, Inclusion, Empowerment, Justice, Compassion).
	Essential


The information provided in this Job Description outlines the expectations of the post holder. It is not intended to be prescriptive in every detail and as such it describes the main elements of the role only.
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