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Job Description

Job Title:			People Manager
Accountable to:		Director of Care and CEO
Hours:				37.5 hours per week (flexible working considered)
DBS Requirement: 		Enhanced DBS required
Purpose:
To deliver a high-quality, compassionate and legally compliant people service across the Francis House Hospice.
This is a standalone role responsible for delivering the people function that the organisation needs across the main site and two residential homes. 
The postholder will ensure policies are adhered to, implement practical processes, and provide hands-on support to managers and staff across all people-related matters, with the support of the retained third-party Citation.
The role will focus on day-to-day operational delivery, including directly managing employee relations processes such as sickness absence reviews. The postholder will ensure all people practices are fair, consistent and aligned with the values of the hospice.
There is development potential for the postholder to support the SLT with strategic people initiatives and plans

Main Responsibilities:
1. People Function Responsibilities
· Ensure the Hospice people policies and procedures are implemented in line with current employment legislation and best practice 
· Work with Hospice Managers to ensure clear, practical processes for recruitment, onboarding, absence management, performance management, disciplinary and grievance are understood and embedded in the organisation
· Introduce simple and effective systems for maintaining staff records in line with Citation’s digital/online models
· Ensure consistency of approach across the organisation 

2. Employee Relations & Sickness Absence Management
· Provide expert, practical advice and support to managers on: 
· Disciplinary and grievance matters 
· Performance and capability concerns 
· Lead and manage sickness absence processes, including: 
· Conducting formal sickness absence reviews and RTW meetings 
· Supporting managers with informal and formal absence management 
· Liaising with Occupational Health providers where required
· Advising on reasonable adjustments in line with the Equality Act 2010 
· Advise on appropriate measures to be taken relating to long-term absence, ill health capability and potential dismissal 
· Lead or support investigations and formal People-related meetings 
· Ensure all casework is managed in a robust, timely, consistent and compassionate way whilst keeping the commercial goal in mind
3. Manager Support and Development
· Act as a trusted advisor to managers across clinical and non-clinical teams on people-related issues
· Support managers to confidently apply People policies and processes 
· Coach managers in handling people related issues
4. Recruitment and Workforce Support
· Support the Office/Recruitment Manager in ensuring recruitment practices comply with safeguarding requirements 
· Advise on job descriptions, person specifications and interview processes 
· Support onboarding to ensure a positive and consistent experience for new starters 
· Promote good recruitment practice, including reducing bias and ensuring fairness 
5. Compliance and Governance
· Ensure compliance with: 
· Employment legislation 
· Safeguarding requirements in conjunction with the Hospice safeguarding lead
· Right to work and DBS processes 
· Maintain accurate, confidential and up-to-date staff records; preferably online 
· Work alongside external employment law advisors where required 
· Ensure People practices align consistently with organisational policies and regulatory expectations across all areas


6. Culture and Wellbeing
· Support a positive, inclusive and respectful working culture 
· Contribute to staff wellbeing initiatives appropriate to a hospice environment 
· Ensure HR approaches reflect the values and ethos of Francis House 

This job description does not attempt to describe all aspects of the role, but indicates the general role required. It is open to review and as a result alterations and additions may be made.



Person Specification People & Culture Manager
As our People & Culture Manager, you’ll be the Hospice’s trusted People specialist, working closely with managers and colleagues across the organisation.  This is a standalone, hands-on role; you won’t be managing a People team, but you will have considerable autonomy and influence.
You’ll provide confident, pragmatic advice on employee relations, sickness absence, employment law, policies and procedures, whilst helping us maintain strong governance and compliance and help develop an inclusive, supportive culture in which our people can do their best work.
You’ll be joining an organisation where the work can be immensely rewarding but where colleagues are also supporting children and families through exceptionally difficult circumstances.  Wellbeing therefore isn’t simply a programme or initiative – it is an important part of how we look after our people.  So, we’re looking for someone who is a great fit in a great organisation.
	Criteria
	Essential
	Desirable

	Professional/Qualifications and specialist training
	CIPD Level 3 
(or equivalent experience) 

	CIPD Level 5 or working towards 


	Experience
	Substantial generalist HR experience 
Demonstrable ER case-management experience 
Experience managing sickness absence, including long-term absence and formal review meetings 
Experience constructively challenging and advising managers on complex or sensitive people matters 

	Experience in healthcare, hospice, education, social care or charity sector 
Experience working in a standalone HR role or setting up HR functions 
Experience developing or improving HR policies and processes outside of the employment law regulatory framework



	Knowledge
	Current UK employment law knowledge and demonstrable evidence of maintaining up-to-date knowledge and awareness of the changing employment landscape
Understanding of absence management and Occupational Health processes 
Awareness of equality, diversity and inclusion principles/practices 

	Understanding of safeguarding in a care environment or willingness to learn


	Skills and Abilities
	Ability to provide clear, practical and balanced HR advice 
Strong interpersonal and communication skills 
Ability to handle sensitive situations with professionalism and empathy 
Ability to work independently and manage competing priorities 
High level of attention to detail and confidentiality 

	

	Personal Attributes 
	Calm and pragmatic approach 
Compassionate and values-driven
Resilient and able to manage emotionally sensitive situations 
Approachable and credible with staff at all levels 
Ability to work independently on their own initiative whilst comfortable with a flexible/non-corporate approach

	Comfortable operating assertively when faced with resistance to change
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