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About the Association of Colleges The Association of Colleges (AoC) exists to represent and promote the interests of Colleges and provide members with professional support services. As such, we aim to be the authoritative voice of Colleges – based on credible analysis, research, advocacy and consultation with Colleges – and the first choice destination for guidance and advice for members. AoC was established in 1996 by Colleges themselves as a voice for further education and higher education delivered in Colleges at national and regional level. AoC is a not-for-profit company limited by guarantee with a national office in London and regional offices across England. AoC also operates the AoC Charitable Trust, which supports post-16 education with its UK-wide annual award schemes, including the AoC Beacon Awards to recognise outstanding college provision in a range of subjects; and AoC Gold Awards to acknowledge college alumni who have made a contribution to their field. Our wholly owned subsidiary companies include: AoC Create, also based in London, our commercial subsidiary offering products and services to help colleges succeed in today’s challenging environment, encompassing executive recruitment, interim management, training, consultancy, sponsorship and events; AoC Sport, based regionally and nationally, the lead membership organisation for college sport and physical activity, promoting participation in sport and offering a range of specialist advice and services to its member colleges; and AoC India, with an office in Delhi, a consortium of UK colleges working in the rapidly growing market for skills training in India; developing relationships with employers, government and education providers and bringing to India knowledge and expertise in vocational skills training.



JOB DESCRIPTION Job Title: HR Manager Job Purpose: To provide an efficient and effective HR generalist service to the AoC group of companies, working collaboratively with managers and staff to ensure people management practice across the organisation is in accordance with the culture and values of AoC and compliant with relevant legislation and best fit HR practice. Department / Directorate



Corporate Services



Reports To



HR Director



People Management



Direct Reports:



1



Indirect Reports: 0
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Monetary Responsibility



Budget: No direct budgetary responsibility; Indirect responsibility for staffing costs and spend on learning and development (L&D), recruitment and benefits/reward package. Risk Management: Responsible for managing employment law risk; avoiding/mitigating the risk of employee litigation; protecting the reputation of the company both internally and externally



External Key Contacts



AoC Board members, recruitment agencies, training providers, service suppliers, job applicants



Internal Key Contacts



HR Director and team, Chief Executive and Executive Directors, senior management, line managers, employees, consultants/contractors



Key Accountabilities & Responsibilities 1. Assist the HR Director in the implementation of AoC’s people strategy by acting as the operational HR lead on a range of projects and responsibilities. 2. Regularly monitor and evaluate the effectiveness of the HR service making recommendations to the HR Director in order to continuously improve. 3. Review and update HR policies as required in line with legislative and organisational changes. Communicate policy changes effectively as required including training managers and staff in the operation of policies and procedures. 4. Act as the first point of contact for assigned business areas for any employee relations (ER) issues. Ensure the HR Director is kept up-to-date on case work and made aware of any sensitive ER issues as appropriate. Support and coach people managers to manage ER issues effectively using AoC policies and procedures, with a focus on business need while ensuring compliance with employment law and good practice. 5. Advise and support directors and managers through organisational change projects (e.g. restructuring, TUPE transfers, contractual and non-contractual changes) including planning and conducting formal consultation processes and advising managers and employees throughout. 6. Advise and enable managers to ensure the principles of equality of opportunity and anti-discrimination practices are consistently applied within HR practice across AoC.
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7. Assist the HR Director with identifying Learning and Development (L&D) needs for all levels of the organisation and the development and co-ordination of the annual training plan to support the attraction and retention of high calibre staff. 8. Responsible for the operational management of pay and reward including: carrying out job evaluations; providing information to support reward decision-making; and overseeing the HR role in the payroll process to ensure that accurate and timely information is provided to Finance, that confidentiality is upheld and that staff are paid accurately and on time. 9. Responsible for overseeing the maintenance and effective use of the HR database system; ensuring the integrity of staffing data so it accurately reflects the AoC’s workforce; and providing accurate and up-to-date reports in order that well informed business decisions can be made. 10. Responsible for recruitment at all levels of the organisation from non-specialist to senior executive roles. This includes: translating business requirements into effective role descriptions; identifying resource solutions; managing recruitment campaigns; designing selection materials ensuring relevance to vacant role; interviewing candidates; ensuring recruitment practices are cost effective; monitoring and analysing recruitment activity to inform relevant decision-making. 11. Advise managers through retention practices including induction, probation and performance and development review processes. 12. Support employee engagement processes by facilitating staff meetings and staff representative forum meetings, conducting staff surveys and other relevant activities and taking follow-up action as appropriate. 13. Responsible for line management of the HR Assistant, providing guidance and coaching as needed. 14. Responsible for managing HR projects as directed. 15. Responsible for keeping up-to-date with emerging HR and employment law developments; engaging in continuous professional development (CPD); and applying these principles to self and HR Assistant. 16. Act on behalf of AoC to resolve employment disputes, including representing the company at Employment Tribunal if required, supported by the HR Director and Senior Management Team. 17. Responsible for maintaining confidential HR records as required.
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PERSON SPECIFICATION Competencies Competency



Working with others



Min Level for the job (Level 0-4) 3



Communicating with others



3



Influencing



3



Making effective decisions



3



Analysing and interpreting information Planning and organising



3



Taking personal responsibility Upholding ethics and values



3
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3



4



Effective behavioural examples (taken from the Core Competency Framework) Demonstrates confidence in influencing and explains things well. Fosters a working environment that promotes equality, fairness and respect. Holds staff to account for unacceptable behaviour. Achieves full understanding of others – their needs, roles, responsibility, governance, funding, policy lines etc. Listens, clarifies to check understanding. Uses the most appropriate method, language, medium and style of communication for the situation and people involved. Anticipates the needs of senior colleagues. Sets clear objectives for improvements and holds people accountable for making a discernible difference. Presents unpopular messages confidently. Encourages openness and transparency. Takes well thought through decisions, seizes opportunities to move things forward. Thinks through the impact of decisions. Involves and facilitates others to generate and solve problems Breaks information down into component parts, patterns or relationships. Produces workable solutions. Proactively contributes to development and succession plans for their area. Leads by example when spending money, managing business relationships and risk. Holds self and others fully accountable for standards of performance. Manages conflict. Champions fairness, equality & diversity across the organisation. Deals with things firmly and fairly. Puts into practise the organisation’s core values.



Coping with pace, setbacks and change



3



Adjusts quickly when priorities change and takes prompt corrective action when things go awry. Adapts well to pressured situations and executes good control. Addresses negative reactions to change.



Additional Requirements Description Education/ Qualifications/ Professional Bodies MCIPD status or calibre, holds professional membership of the CIPD Educated to degree level or equivalent GCSE English GCSE grade C and above or equivalent Knowledge Skills and Experience Substantial HR advisory experience with a proven ability to manage employee relations cases and advise managers with credibility, ensuring legal compliance and congruence with business needs Experience of using and maximising effectiveness of HR databases and reporting tools Experience of working within a busy HR function at least to advisor level, including coordinating multiple projects and casework simultaneously. A proven track record of building positive and collaborative working relationships with managers and teams Experience of managing/resolving conflict in the workplace Awareness and focus on value for money and make the best use of resources available Negotiation skills Effective Project Management skills Ability to carry out HR planning and to plan, prioritise and organise work and resources effectively for self and others A self-starter, able to work without supervision and maintain a high quality of work Ability to demonstrate the use of initiative and creativity to resolve problems Ability to share knowledge in a coaching/mentoring role Computer confident, proactive and enjoys learning new IT systems, intermediate skills and knowledge of Microsoft Word, Outlook, Excel and PowerPoint Attributes Demonstrates respect for equality of opportunity & diversity and works to actively promote an inclusive work 5 | P a g e HR Manager JD0001



Essential



Desirable D D



E E



E E



E E E D D E E E E E



E



environment & good working relationships amongst staff Actively works to support and develop staff under their management. Demonstrates an interest in Further Education Demonstrates commitment to own learning and continuous improvement through training and development.



E E



Acknowledgement This job description has been designed to indicate the general nature and level of the work performance by employees within this post. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications / experience required by employees assigned to the role. These may be subject to future amendments following appropriate consultation.
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