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JOB DESCRIPTION


Job Title			Human Resources Manager.


Hours of Work	            Part time (24 hours per week) 		
Working hours to be agreed	

Main Place of Work		PGL Training, Clyst Works, Clyst Road, Exeter 

Essential Qualifications	CIPD qualified – Level 5 / 7. 

Desirable 			Human Resources – 3 years HR Manager/HR Advisor role

Skills and Experience	Excellent communication skills.  Exceptionally well organised 				with the ability to work alone.  This is a generalist role 					which requires a good working knowledge of all areas of HR  				and previous experience gained in a HR Manager or Advisor role.  				The knowledge and understanding to develop new HR policies 				and the ability to drive through change in a rapidly developing 				business.   

Salary Scale			Part time - £16,800 - £21,000 (£28,000 to £35,000 FTE) 					commensurate with prior experience.

Package			33 days annual leave including bank holidays plus Christmas 				Shutdown (pro rata), Pension, Company Sick Pay

Responsible To		Managing Director


Key Responsibilities

· Develop new and maintain HR policies for the business and update staff documentation to ensure it is compliant and reflects any changes in employment legislation.

· Manage the recruitment process in respect of advertising roles, conducting interviews with line managers, providing feedback, issuing offer letters and contracts.  Following up on references and DBS checks.

· Ensure all new employees have a suitable induction into the business.
· Provide advice on employment legislation compliance.
· Supporting managers with day to day HR advice in initial recruitment, induction, training and development, attendance and employment relations policies.
. 
· Generate and maintain job descriptions for all roles. 
· Management and maintenance of employees files including the record of CPD.
· Management, maintenance and monitoring of ‘myhrtoolkit’ the online HR system

· Maintenance of Central Register of employee details to comply with Ofsted requirements.

· Monitoring of holiday and absence and advising line managers accordingly

The above list is not exhaustive and a degree of flexibility is essential to undertake other duties when required to meet organisation needs.

Context of the Role

PGL Training offers Apprenticeship and Traineeship programmes which include key/functional skills in the vocational areas of plumbing, electrical, carpentry, business and administration, customer service and hair and beauty.  The majority of Apprentices and Traineeships attend our centres on a day release basis.  

The HR Manager is a standalone role which will provide the successful candidate with the opportunity to develop their own skills and knowledge and play a pivotal role in developing robust HR policies to support the expansion of the business.  

The role would suit someone who would like a varied role in a fast paced environment and flexible hours. 
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