ROLE DESCRIPTOR


	JOB TITLE: HR Manager (0.8-1.0 FTE) 


	REPORTS TO: Diocesan Secretary 


	DEPARTMENT: Human Resources  


	PURPOSE OF ROLE:   To provide a high quality and cost-effective Human Resources service to the Diocese in relation to clergy, employees, lay staff and parishes.


	
KEY ACCOUNTABILITIES :  

1. Provide high quality, reliable advice on secular and ecclesiastical HR law, policy and practice in relation to employees, licensed clergy and lay ministers and clergy with permission to officiate

2. Provide advice on Human Resource Management strategies, policies, systems and procedures for clergy, lay ministers and employees and manage the implementation 

3. Provide an efficient, cost effective and timely support service to the Diocese (and, as agreed, to the wider Diocesan family of companies) including: 
· advising on developing and implementing HR guidance, policies and procedures including managing the appraisal process for lay staff
· wellbeing and Occupational Health 
· managing payroll (with Head of Finance and our external partner)
· pension provision (with Head of Finance) 

4. Data protection (GDPR)
Act as first point of contact for employee HR enquiries, advising, delegating or escalating as appropriate

5. Oversee the end-to-end recruitment and induction process for lay posts and the process for leavers

6. Take responsibility for the development and maintenance of the HR system including ensuring HR records are up to date  

7. Provide initial HR advice to parishes including ensuring accessible resources are available on the Diocesan website

8. Act as the Bishop’s Clergy Terms of Service Officer (Regulation 3) including checking and signing Clergy Statements of Particulars (SoPs – ie “contracts” for Office Holders)


9. As Data Protection Lead ensure GDPR compliance within the charity, including policy review and audit and responsibility for GDPR in respect of HR records

10. Manage Subject Access Requests seeking legal advice as appropriate
 
11. Undertake any other duties as from time to time may be required


	FINANCIAL IMPACT: 
HR 2026 programmes budget £105k 

NUMBER OF DIRECT REPORTS: 
1 (HR assistant)
	NETWORK (Key people with whom the role liaises)

INTERNAL : Diocesan Secretary, Bishop’s House staff, Safeguarding Officer, Rydal Hall Manager, Archdeacons (local operational managers), Finance Department, Administration Manager
EXTERNAL : diocesan registrar (legal advisor), parish clergy, parish representatives, HR Network, payroll provider, Church Commissioners/National Church Institutions staff, Norwegian Mission Society
























	PERSON SPECIFICATION                                                         PART 2

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	

	TECHNICAL COMPETENCE 

	Technical Skills & Qualifications

	· appropriate CIPD or similar qualification, with a willingness to work towards a higher CIPD qualification (budget provided for training)
· familiar with and comfortable using Microsoft 365 suite and other IT 
	· level 7 CIPD qualification
· educated to degree level

	Knowledge and Experience

	· extensive experience of providing HR advice and support
	· experience of the following: 
· HR systems & payroll provision
· GDPR legislation
· working in the 3rd sector
· working with non-standard “employment” models – eg Office holders
· redundancy negotiation
· using IT to improve efficiency in office processes and systems
· understanding of the ethos and structures of the Church of England

	Methods of working 
· organised
· attention to detail
· takes initiative and self-directs within accountability structures
· operates effectively under pressure
· exercises a very high degree of confidentiality
· adaptable and flexible


	Personal Effectiveness
· good written and oral communication skills
· meets deadlines and targets in spite of obstacles
· a hard worker, able and ready to tackle a range of work with energy and stamina 
· works well with others to achieve outcomes 
· works imaginatively to achieve outcomes while respecting organisational parameters and frameworks


	Personal style 
· professional, approachable, trustworthy 
· team player, works well with range of colleagues and partners
· supportive of ethos and values of CofE 



	Benefits

	Basis of Appointment
	28-35 hours a week (0.8-1.0 fte) 
(other hours/flexible patterns of work may be negotiated)
Attendance at a small number of evening commitments may be required

	Salary

	£50,703 full time equivalent

	Pension

	Non-contributory, defined contributions scheme (employer’s contribution is 15% of salary)

	Car

	Mileage paid at 45ppm 

	Office provision

	Church House, Penrith with scope for hybrid working  

	Working 
Expenses
	Fully funded
Laptop and smart phone provided 

	Other benefits

	34 days annual leave including bank holidays
Comprehensive Occupational Health support



