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Job Specification

	Job Title: 

Human Resources Manager


	
	

	Grade: Band 12 
	Job Evaluation Code:   


	
	

	Reporting to: 

Head of Commercial and Resources
	Manager’s Grade: 

Band POJ

	

	Location: West Yorkshire Joint Services HQ at Morley and Hybrid Working Arrangements


	
	

	Service Area: 
Commercial and Resources



	

	Work style:  Hybrid


	

	Overall Purpose of the Post:
To be responsible for the provision of professional Human Resources (HR) support to Managers within West Yorkshire Joint Services (WYJS). 

Responsible for the provision of professional and strategic HR advice and guidance in line with legislation across WYJS.

To lead and manage a team of HR Officers providing HR services across WYJS to ensure that HR services are effectively provided in accordance with policies, procedures and employment legislation.

Working in partnership with the Director and the Senior Management Team (SMT) to provide high level HR solutions to achieve transformational change across WYJS whilst maximising employee engagement.

Working with SMT to lead the development and implementation of the People Strategy; ensuring appropriate workforce planning takes place and be responsible for the development and delivery of local HR strategies.

Oversee the delivery of corporate support and democratic functions for WYJS.

The postholder will have both corporate and operational responsibilities.

Working with the support of the  Head of Commercial and Resources, the postholder will help to achieve the Service’s key results as contained in the Service Delivery and Service Improvement Plans through the delivery of professional Human Resources support. 



	Requirements for the post.

	
	Essential
	Desirable

	Qualifications/ Training

	A degree in Human Resources Management or equivalent relevant discipline.
	Relevant professional HR certifications such as Chartered Institute of Personnel and Development (CIPD) qualifications.

Middle Manager level business management qualification, for example ILM Level 4.




	Knowledge

	Knowledge and understanding of public sector Human Resources. 

Knowledge of employment legislation and best practice and how to apply it to meet customer demands.

Knowledge of the full range of HR practices, policies and procedures across Local Government.

A good understanding of relevant employment laws and regulations to ensure WYJS HR practices are in line with legal requirements and conform with NJC terms and conditions.

A broad knowledge of IT applications in relation to account management applications. 

	

	Experience

	Experience of Local Authority Human Resources management.

Substantial experience of working in a Human Resources environment in a variety of settings including the public sector.

Proven management experience within Human Resources and ability to use this to enhance the Service and support team members and to successfully deliver on a range of complex HR matters.

Proven experience of meeting the customer demands of high customer expectations whilst balancing conflicting priorities within resources available. 

Experience of leading HR projects, such as policy development and updates, talent development and employee engagement initiatives.

Experience in designing and implementing training and development programs to enhance employee skills and capabilities

Experience of leading teams to deliver against performance targets.

Computer literate with experience of MS Word, Excel and Access.
	Computer skills based qualification

	Physical Skills

	Experience of leading on service delivery with minimal supervision

Ability to think of, develop and implement operational solutions to implement strategy and find workable solutions to complex problems. 

	

	Competencies:

Focus on Customers and Clients





Performing in your Role




Personal Effectiveness



Successful Team and Partnership Working



Decisive Problem Solving


Continuous Improvement


Motivational Leadership & Developing High Performing People and Teams

Effective Forward Planning




Managing Successful Delivery





	

Excellent communication skills and ability to influence, negotiate and form positive relationships with external and internal clients and customers enhancing credibility of the service.

Able to take responsibility for delivering results but also to seek assistance at all levels when required.

Ability to be self-motivated and show initiative.


Creates positive working relationships with others, and contributes to the delivery of the Commercial and Resources Team targets.

Able to identify the root cause of a problem and propose solutions rather than accepting them as barriers.

Demonstrate a commitment to continuous professional development

Able to inspire and motivate others to achieve by driving change and leading by example 


Able to plan and structure work to ensure objectives are achieved within required timescales. Able to resolve competing work priorities with guidance if necessary.

Ability to monitor performance and review progress against targets.

Ability to analyse information accurately and make timely and well-judged decisions in order to achieve successful outcomes

	

















	Key Outcomes/ Activities

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	
1. To be responsible for the provision of professional Human Resources (HR) support to Managers within West Yorkshire Joint Services;

2. To be responsible for the provision of Human Resources services in accordance with professional standards, standing orders, Human Resources regulations and appropriate legislation;

3. To lead and manage a team of Human Resources Officers on the full range of Human Resources activities, supporting their work and resolving issues and complex casework within reasonable timescales taking account of employment legislation and organisational policy and procedures. 

4. Lead on the development and implementation of strategic Human Resources projects, managing staff and resources and analysing and reporting on performance ensuring appropriate consultation, decision making and implementation processes are followed; 

5. Working in partnership with the Director and Senior Managers to carry out workforce planning across WYJS including identification of workforce gaps against future needs to develop, implement and review the WYJS People Strategy;

6. Oversee the recruitment process, attracting, and retaining top talent, and ensuring fair and unbiased selection practices.


7. Provide expert professional advice and guidance to managers on formal procedures and employment legislation. Attending formal hearings to assist with the presentation of such, giving evidence or as professional advisor to the decision making panel;

8. In conjunction with the Director and Senior Managers lead on the design and implementation of training and development programs to enhance employee skills and capabilities as required;

9. To enhance the organisation’s people management performance by equipping and enabling managers to manage their staff with minimal Human Resources intervention through coaching and training delivery;

10. Support initiatives to improve well-being, staff engagement and organisational development by working closely with Human Resources colleagues by promoting and acting as champion of said initiatives;

11. Lead on promoting diversity and inclusion initiatives and fostering an inclusive work environment;

12. Be responsible for the continuous review, investigation and improvement of all Human Resources processes and systems used within WYJS.

13. Provide advice on the Human Resources implications of legislation, white papers, government plans, service developments and initiatives. 

14. To provide a range of data for the Senior Management Team on a regular basis to allow them to monitor key performance indicators and ensure added value is identified and delivered.

15. Liaise and support both internal and external auditors in respect of the annual audit plans. 

16. Work with the Finance Manager to check the audit trail generated by the Trent payroll system to reconcile to salary payments made by the Service. 

17. Verify and update the inventory of furniture, administrative and operational equipment and other appropriate items in accordance with Standing Orders, the Asset Management Policy and Accounting Policies. 

18. Be responsible for the maintenance and implementation of the WYJS Health and Safety policy.

19. Carry out internal audits in accordance with ISO 9001 Quality Systems (or other appropriate quality systems). 

20. Manage initiatives and projects where appropriate leading teams.

21. Advise and train staff on the use of Human Resources systems.

22. Oversee the delivery of corporate support and democratic functions for WYJS.

23. The post holder’s duties must at all times be carried out in compliance with the servicing Authority’s Equal Opportunities Policy.

24. The post holder’s duties must at all times be carried out in compliance with all employment, Data Protection and Freedom of Information legislation requirements, as detailed in the Employee Handbook.

25. Ensure the health and safety of all staff and resources within the post-holder’s area of responsibility, i.e. delegated responsibility in relation to the nature of the post holder’s duties and personal responsibilities as per Sections 7 and 8 of the Health and Safety at Work Act 1974. These include the provision of protective clothing, Health and Safety Instruction etc.

26. Undertake such other duties at a comparable level of responsibility relating to the work of the Division including deputising for the Head of Commercial and Resources.

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.








	Responsibility for Resources


	Employees (Supervision): Responsible for supervision of up to 10 members of staff

	Financial: Expenditure for which post-holder is JOINTLY responsible: up to 50k.


	Physical: Day to day responsibility of the WYJS inventory and stock of Display Screen Equipment and other related equipment. 
Key holder for Morley site including responding to out of hours fire and security incidents.  

	Customers and Clients: 

Internal Contacts:  WYJS service management, support services officers, officers of the Support Servicing Authority and other staff in WYJS.

External Contacts: Elected Members, Senior Officers in the Constituent Authorities, Human Resources related service providers, Training providers, Trade Unions and ACAS.  Local Authority Human Resources services, Members of Government Regional Offices and Officers.
  



	Working Conditions: 
Predominantly office based with some travel and visits offsite. 



	Values & Behaviours:

WYJS has adopted the following three values representing what WYJS stands for as an organisation with linked behaviours we expect of colleagues and that support the core competencies set out earlier in the job specification.

We Care:
· Respect our colleagues
· Professional at all times
· Listen
· Focus on customers and their needs
· Pride ourselves in delivering good service

We Protect:
· The community we live in 
· Our residents, particularly the most vulnerable
· A fair and honest market place for buyers and sellers alike

We Innovate:
· Are open to new ideas and opportunities
· Look for solutions
· Embrace new technology and ways of working
· Share ideas with others





	Characteristics of the post:

The post holder will need to:

The employment checks required are:

· Evidence of entitlement to work in the UK
· Evidence of essential qualifications – see page 1 of this job specification
· Two satisfactory references
· Confirmation of medical fitness for employment
· Registration with appropriate bodies (where applicable)


	Date Reviewed: 31/03/2025 WYJS Director
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