
TOUCHSTONE

PERSON SPECIFICATION 

PEOPLE AND CULTURE MANAGER 
 
	
	ESSENTIAL CRITERIA
	METHOD OF ASSESSMENT
	DESIRABLE CRITERIA
	METHOD OF ASSESSMENT

	EXPERIENCE
	· Significant experience in HR and employment law and applying this in practice e.g.dealing with complex cases including disciplinaries, sickness, capability.
· Coaching managers and staff on all aspects of HR.
· Leading on the implementation and adherence of recruitment processes e.g. ensuring job descriptions/person specs are fit for purpose.
· Experience of and supporting managers and staff through change e.g. restructures.
· Track record of developing and implementing HR systems to support and enhance service and organisational performance. 
· Successfully producing HR reports.
· Effectively managing and leading people to meet expectations of services and the organisation.
· Excellent working knowledge of digital HR systems and MS Office.

	Application Form/
Interview/ Test
	· Transferring people in/out of organisations in accordance with TUPE legislation.
· Using HR System - Chris 21
· Working in a diverse workforce setting. 
· Delivering training to staff and Managers on different areas of HR.

	Application Form

	SKILLS
	· Forming effective working relationships internally and externally.
· Effective problem solving and making difficult decisions and influencing others as appropriate.
· High level of attention to detail when giving advice on all aspects of HR.
· Producing work at a high level of accuracy in line with set timescales.
· Excellent verbal and written communication skills including communicating complex or sensitive issues.
· Effectively lead, manage and motivate people.
· Effectively liaise and engage with staff at all levels with positive outcomes.
· Excellent time management, organisational and administrative skills.

	Application Form/
Interview/ Test
	
	

	KNOWLEDGE
	· Good level of knowledge of employment and equality legislation, case law and best HR practice.
· Change management. 
· Good knowledge of recruitment and selection best practice and how to recruit talented and diverse staff.
· Good knowledge of effective sickness absence management and supporting staff to be at work.
· Supporting staff from diverse communities to thrive at work

	Application Form/ Interview/ Test
	· Mental health issues
· Implications of Artficial Intelligence in relation to HR.
· Working within a unionised environment
	Application Form

	ATTITUDES 
AND 
DISPOSITION
	· Commitment to Touchstone’s vision and values.
· Commitment to respecting diversity and anti-discriminatory/anti-oppressive practices.
· Commitment to personal development, learning and reflective practice.
· Commitment to taking personal responsibility and promoting this with other people.
· Open to change in line with the needs of the service/organisation.
· Willingness to be managed and supervised.
· Willingness to work flexibly according to needs of the service.
· Ability to maintain confidences (within the policy of the organisation).
· Highly motivated and resilient

	Application Form/ Interview/ Test
	
	

	
EQUAL OPPORTUN-ITIES
	· Must be able to recognise discrimination in its many forms and be willing to put into practice Touchstone’s Equality Policies
· Must be sensitive to the needs of disadvantaged and protected characteristic groups in HR practice, the planning and delivery of services.
· A commitment to providing high quality services to the diverse communities of West Yorkshire.

	Application Form/ Interview/ Test
	
	

	QUALIFICA-TIONS/
TRAINING
	· CIPD Level 5 and/or equivalent experience.
	Application Form/ Interview
	· CIPD Level 7 or working towards this and/or equivalent experience
	Application Form
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