TOUCHSTONE

JOB DESCRIPTION

PEOPLE AND CULTURE MANAGER

Grade: 	Touchstone Pay Structure (2024) points 32-35, 
ranging from £41,926 - £45,158 pa
Hours:	37 hours per week
Responsible to:	Director of People and Culture
Employing body:		Board of Touchstone
Directly Responsible for:	People and Culture staff 
Base:		Touchstone, Touchstone House, 2-4 Middleton Crescent,		Leeds 

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

You will be required to work occasionally after 5.00pm.

1.	PURPOSE OF THE JOB

1.1	The People and Culture Manager is a combined strategic and operational role designed to support Touchstone and its services to meet strategic as well as service objectives.   You will be required to support the organisation and its Managers and staff to achieve a culture of high performance and inclusion where all colleagues thrive and stay well at work.  

1.2	This role involves the development and delivery of People and Culture plans and leading and managing all aspects of HR compliance ensuring implementation of HR policies/procedures, employment law and best practice, including providing comprehensive and confidential support and advise to Managers and staff

1.3	You will ensure that the overall administrative requirements of the organisation are being met, including directly line managing the Central Services Co-ordinator 

1.4	You will be required to Deputise for the Director of People and Culture Services.

2.	DUTIES AND RESPONSIBILITIES

2.1	People and Culture Strategy and Policies

2.1.2	Support the development and implementation of the People and Culture Strategy including leading and managing key initiatives to ensure that they are delivered in accordance with agreed requirements. 

2.1.3	Draft and amend policies and lead on policy implementation in accordance with changes in employment law, case law and best practice.

2.1.4	Deliver training to Managers on HR policies and procedures and best practice and identify other training and development initiatives to support Managers and staff.
	

2.2 	Employee Relations

2.2.1	Interpret employment legislation and give expert advice on all HR-related issues and advise on risk management issues. 

2.2.2	Support managers on all employee relations issues including leading on complex cases and sensitive issues, providing expert advice to managers and People and Culture staff on HR policies and good practice, supporting the effective implementation of HR policies e.g. disciplinaries, grievances, absence, performance, probation, redundancy, capability and TUPE - guiding them with expertise. 

2.2.3	Apply HR business partner approach including advising, coaching and supporting managers and People and Culture staff on all aspects of HR.

2.2.4	Contribute to employment tribunal processes, ensuring timely appropriate action and expert support and advice to managers, also gaining expert advice and liaising with employment law solicitors.

2.2.5	Attend Touchstone’s Joint Negotiating and Consultation Committee and prepare and present appropriate reports e.g. recruitment reports.  To liaise with designated trade union representatives.

2.2.6	To strategically lead on staff health and wellbeing initiatives, including identifying and implementing appropriate strategies to reduce sickness and improving staff wellbeing at work. To ensure sickness/absence levels are monitored, problem areas are identified, give advice on sickness procedures and review/submit occupational health reports. 

2.3	Staff Engagement

2.3.1	Lead on staff engagement initiatives to improve levels of staff engagement and involvement.

2.3.2	Attend and facilitate staff engagement initiatives such as working groups, to support staff involvement in the development of action plans and ensure that plans are aligned with staff views and key organisational priorities.

2.4	Equality Diversity and Inclusion

2.4.1	Lead and support the development and implementation of plans to continuously improve equality, diversity and inclusion in Touchstone.

2.4.2	Support Touchstone to maintain and continuously improve its culture of inclusion where all of its diverse workforce thrive and stay at work.

2.4.3	Lead on Touchstone retaining the ‘Disability Confident’ accreditation including completing appropriate assessments, developing action plans, engaging staff and gaining feedback.



2.4.4	To support Touchstone to be a high performing inclusive employer including undertaking specific pieces of work, informing good practice and completion of applications for awards and accreditations e.g. Inclusive Companies, Investors in People, Mindful Employer etc.

2.5	Recruitment and Selection

2.5.1	To strategically lead on recruitment and selection including developing strategies to attract and retain talented and diverse people to work for Touchstone, supporting Touchstone to be reflective of the communities it serves.

2.5.2	To support Managers with the development and revising of new and existing roles, ensuring appropriate information is included in job descriptions and person specifications, ensuring that they are fit for purpose and are paid at the appropriate level.

2.5.3	Responsible for ensuring the appropriate level of Disclosure Barring Checks (DBS) are carried out for all staff every 3 years and that any appropriate follow up action is taken.

2.5.4	To ensure that right to work checks in line with current legislation are carried out for potential and existing employees to ensure that all staff are eligible to work in the UK.

2.6	Data

2.6.1	Monitor, analyse and present data on all areas of HR trends, highlight patterns e.g. workforce profile, employee relations, equality and diversity information, concerns, achievements, and challenges. 

2.6.2	With the Senior Financial Manager to lead and support the effective implementation of HR systems across Touchstone and within services.

2.6.3	Ensure accurate up-to-date information is provided to Managers to assist with monitoring the performance of the organisation and services in relation to HR performance indicators.

2.7	Change Management

2.7.1	Actively participate in planning and implementing change programmes across Touchstone e.g. service redesign and supporting managers to lead the implementation of change in accordance with best practice.

2.7.2	Support Managers with service closures in line with TUPE legislation. 

2.8	Organisational development

2.8.1	To undertake appropriate actions to support Touchstone to have ‘One’ culture which is embedded at all levels in the organisation.

2.8.2	Promote an inclusive, positive learning and personal development culture throughout Touchstone. 

2.9	Leading and managing people

2.9.1	To lead a small People and Culture Team, including HR staff and the Central Services Co-ordinator, including motivating, performance managing and developing staff, having one to one meetings, carrying out appraisals, setting clear performance targets and providing regular feedback.

2.9.2	To support the Central Services Co-ordinator to ensure that the administrative needs of Touchstone and its services are met.

2.10	Finance

2.10.1	Manage delegated budgets and ensuring all purchasing is undertaken in accordance with Touchstone’s financial procedures.

3.	GENERAL

3.1 To work flexibly in accordance with meeting the needs of services and the organisation, including occasionally working out of hours.

3.2	To be inducted, line managed, performance managed and appraised in line with Touchstone’s performance management policies and procedures.

	3.3	To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness. 

3.4	To participate in the further development of the service and organisation with the Senior Leadership Team as requested.

3.5	To effectively work in partnership with external partners, including third sector and public sector organisations including attending external meetings.


	3.6	To be an information asset owner ensuring information is dealt with in accordance with data protection, GDPR and effective information governance e.g. including carrying out data protection impact assessments, data flows, service records of process activity.  Also to prepare information in accordance with data subject access requests.

3.7	To ensure that People and Culture staff attend mandatory training on information governance, Data Protection, GDPR and Policies are adhered to e.g. Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data, financial data.

3.8	To be aware of and employ the general practices of Touchstone’s Health and Safety and Safeguarding Policies and ensure these are adhered to at all times.


	33.9	To be responsible for promoting the work and services of Touchstone to others.


	3.10	To implement the Touchstone’s policies, procedures and practices and to comply with the aims of Touchstone at all times; to be committed to and implement Touchstone’s Equal Opportunities Policies and to actively promote these.

3.11	To take part in the ‘Manager On Call’ Rota, providing assistance to Touchstone staff during out of office hours, should this be required.


	3.12	To undertake any other duties as directed by the Director of People and Culture.
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