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HR Manager


· Part-time position, 25hrs per week.
· Based at Cayley House, Elland.






[image: ]





























[image: ]
Not everyone realises that the Yorkshire Air Ambulance relies solely on the generosity of individuals and organisations to help save lives across your region.  In fact, as an independent Charity we only receive help through secondment of the paramedics from the Yorkshire Ambulance Service NHS Trust. We need to raise £12,000 per day to keep both of Yorkshire’s air ambulances and highly-trained crew in the air.  This is the equivalent of £4.4m every single year.

As a rapid response emergency service, our air ambulances serve a population of five million people across four million acres.  Our two air ambulances operate from Nostell Priory near Wakefield in West Yorkshire and RAF Topcliffe near Thirsk in North Yorkshire, covering the whole of Yorkshire seven days a week, 365 days per year. Wherever the air ambulance lands at the scene of an accident, it is a maximum of 20 minutes from a Major Trauma Centre for the patient’s injuries or illness. 

Our air ambulance helicopters are Airbus H145 models and are widely recognised across Yorkshire.  They fly our Critical Care Paramedics and Consultant level Doctors to treat critically ill and injured patients across Yorkshire every day of the week – ultimately taking the treatment to the patient, before the transfer to hospital.

Nearly 8,500 patients’ lives have been changed by the Yorkshire Air Ambulance since the Charity began in October 2000.  
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We are currently seeking to recruit a highly experienced and professional HR Manager.  The main purpose of this role is to provide professional HR advice and support across the Charity for staff, the Senior Management Team and the Trustees. The successful candidate will be able to work autonomously and ‘hit the ground running’ to provide a HR service.  
This is a part-time role, being offered at 25 hours a week.  This will be required to be worked over a minimum of 4 days per week and will be office based at our head office in Elland, between Huddersfield and Halifax.  
If you would like to be part of this high-profile, successful regional Charity and think that your skills and experience fit the bill for this exciting role… we look forward to hearing from you! 
































	                        JOB TITLE
	HR Manager

	LOCATION
	Charity HQ - Cayley House, South Lane, Elland, HX5 0HQ. Travel within Yorkshire on occasion. 

	REPORTING TO
	Director of Finance

	HOURS
	Part-time - 25 hours per week.  To be worked over a minimum of 4 days, however 5 days an option also.

	ADDITIONAL INFO
	The successful candidate will occasionally be required to assist in the wider activities of the Charity which may include some travel within Yorkshire e.g. large fund - raising events.

	JOB PURPOSE
	To provide professional HR development and support across the Charity for all the teams, the Senior Management Team and the Trustees 
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Key Responsibilities and Duties
· To ensure compliance with GDPR relating to the storage and retention of staff and payroll data.
· To develop, maintain and update all employee records.
· To develop, maintain and implement HR processes and systems and ensure their compliance with employment legislation and Charity policy.
· To be the first point of contact for all HR related matters in the Charity.
· To support managers with employee relations matters, including absence management, disciplinary and grievance, capability, conduct and wellbeing. Attend meetings to support as required. 
· To produce all HR correspondence as required including contracts of employment, offer letters and changes to terms and conditions of service.
· To support and assist with the recruitment and selection process and ensure all relevant legislation is complied with in a timely manner. 
· To carry out all pre-employment checks including DBS checks as appropriate. 
· To arrange the annual Pensions surgery and ensure all new starters have an opportunity to have a pensions’ meeting on joining the Charity
· To maintain and update the employee handbook as necessary 
· To develop and implement new employment law policies and practices as appropriate for an organisation of this size.  
· To develop and oversee the annual PDR process within the agreed timescale and to provide feedback to the SMT and Trustees as appropriate in order to improve the quality of the reviews
· To review KPIs and performance objectives and ensure they are measurable and consistent for similar roles. To report to the SMT and Trustees as required.
· To validate evidence provided to support the line managers bonus recommendation as appropriate
· To update and review sickness and attendance records and recommend action. To ensure return to work interviews are carried out.
· To coordinate the induction plans for new starters and liaise with line managers as appropriate
· To process resignations and carry out an exit interview. Provide feedback to line manager and Trustees as appropriate
· To monitor and maintain training records and agreements and monies recovered where appropriate.
· To be an advisory member at REMCO meetings. Prepare papers and data as appropriate with the support of the Executive PA. 
· To carry out job evaluations for new/amended roles, alongside departmental managers.
· To provide the Finance department with revised salary figures from the annual pay and bonus review ensuring that the appropriate information is sent to staff in an accurate and timely manner.
· Attend SMT meetings when required
· To carry out other duties as requested by the Finance Director and Trustee with responsibility for HR 
· To carry out HR administration related to the role  
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Essential:
· CIPD qualified, relevant degree or HR experience commensurate with this level of qualification
· Previous experience in a similar role in different sized organisations
· Excellent employment law knowledge
· Experience of writing employment policies and practices
· Experience of providing a professional HR service to different levels of staff
· Ability to work autonomously 
· Excellent computer literacy (Microsoft Office Outlook/Word/Excel/PowerPoint)
· Willingness to travel to airbases if required
· Own transport



















Desirable:
· Previous experience of working in an SME / Charity
· Lives within easy commuting distance of Charity Head office in Elland
· Experience of conducting formal meetings
· Experience of attending and minuting formal Remco
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Planning for the future - Plans to achieve their objectives within timescale, balancing short and long term requirements. Identifies opportunities and barriers and considers the implications of their actions.
Communicating with others - Pitches communication at the right level both verbally and in writing and checks for understanding. Good listening skills. Uses information to influence others. Able to give tough messages when required. 
Quality Focus – Ensures that outputs are accurate and meet the standards and requirements.  Recommends and supports initiatives to continually improve the quality of service, processes and systems.
Generating Ideas - Continually seeking to improve the service offered by the team by coming up with improved systems and processes and added value activities. Considers pros and cons and impact on team and resources
Building Relationships - Works well with others. Co- operates willingly with others. Able to quickly build effective relationships with all levels both internally and externally and meet the needs of the individual. Treats others with dignity and respect and able to gain the trust of others. Builds strong relationships with others.
Flexibility and Adaptability - Adopts a flexible and adaptable approach, taking on board the opinions of colleagues.  Recovers well from setbacks and resistance from others. Remains calm under pressure and focused on the task. Encourages others to do the same.
Making Decisions - Anticipates issues and takes action to address underlying cause. Reaches effective decisions by gathering and analysing relevant information balancing cost, benefit and risk implications. Considers options, weighs up pros and cons before deciding on action.
Delivering Results - Accepts accountability and ownership. Ensures that they deliver on time and to required standard. Has high standards and leads by examples. A good role model. Creates enthusiasm in others.
Self-Motivated - Works well on their own or as part of a team. Demonstrates a positive attitude and the willingness to use initiative. Energetic and enthusiastic.  
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· Salary £28,000 – £30,000 (£18,666 – £20,000 pro-rata).  

· Discretionary annual staff bonus scheme based on the Charity’s financial performance and personal KPIs after satisfactory completion of the six month probationary period.

· 22 days paid holiday per annum plus statutory Bank Holidays (pro-rata).

· Contributory pension scheme.

· Confirmation in post subject to completion of a successful six month probationary period. 

· Life Assurance.

· If you wish to discuss the job role in more detail, please contact Heather Goodwill on h.goodwill@yaa.org,uk / 07971 092 703.

Closing date for this role is: Friday 24th September at 12 noon.


· First interviews will take place w/c 4th October.
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To apply for this position:
· Complete the application form (downloadable from our website www.yaa.org.uk)
· Provide a covering letter
· Complete the Equal Opportunities form (optional)

Please email completed applications back to us by forwarding it to: recruitment@yaa.org.uk .





























GDPR & our Recruitment Privacy Statement:
The Yorkshire Air Ambulance complies by law with the Data Protection Act 2018 and the EU General Data Protection Regulation.  Attached with this pack is a copy of our Recruitment Privacy Statement.  This advises you of how the Charity collects and processes your personal data.  The Privacy Statement also declares how the Charity will comply with GDPR and the Data Protection Act 2018.  Please ensure you download and read the Statement before completing and submitting your application for employment.
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