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Job description

Role:			Human Resources Manager
Contract:		Full Time
Salary:			£38,934
Location:		Home working
Reporting to: 		Head of Operations
 
Overall Responsibilities
 
Kick it Out is a charity focussed on eradicating all forms of discrimination from Football. Our colleagues are at the core of what we do. Their passion and commitment to make a difference drives the success of our organisation. With an ambitious growth plan in the coming years, we want to become an employer of choice for people wanting careers within the sports industry. To help deliver on that aspiration we are now seeking an experienced HR generalist to lead on the HR agenda.
 
Leading the organisation’s Human Resources approach, ensuring appropriate people management processes are in place and in line with current and relevant legislation. Ensuring the smooth running of all recruitment and onboarding activities; and supporting the development of a high-performance team-based culture where all colleagues feel a sense of belonging and are able to fulfil their potential.
 
Specific duties
 
· Implement strategic organisational design to ensure Kick It Out has appropriate structures and people with the relevant competencies to deliver the strategy.
· Manage the process of talent acquisition and talent development opportunities.
· Oversee the development, implementation and review of all HR policies, in accordance with legislation and the Charity Commission.
· Ensure all staff are fully aware of, and comply with, the organisation’s agreed HR policies and procedures.
· Implement effective dignity at work processes to foster a culture of belonging for all colleagues.
· Monitor colleague attendance and oversee the organisational absence management process.
· Administer all transactional employee administration, such as employment contracts, induction packs, settling in periods and formal notices, such as redundancy or termination.
· Review, design and manage the colleague reward and benefits processes.  
· Provide detailed reporting around all aspects of people and culture to the Board of Trustees.
· Manage Kick It Out’s online HR systems and identify opportunities for enhanced HR online services.
· Ensure Kick It Out are legally compliant with all people related documentation.
· Embed performance management processes to ensure all colleague activity is focussed on strategic delivery.
· Build a culture of learning and development to ensure colleagues have the support to succeed and fulfil their full potential.
· Build and implement colleague engagement processes including 360 degree feedback, colleague engagement surveys and exit interviews.
· Manage Kick It Out’s employee assistance programme; and oversee programmes to support the wellbeing and welfare of all employees.
· Management membership with NCVO and provide updates, where relevant, to colleagues. 
 
 
Kick It Out is an agile working and equal opportunities employer. We welcome applications from all sections of the community.  Kick It Out selects all candidates for interview based on skills, qualifications and experience. All of our colleagues are agile workers and will predominantly work from home.
 
Any candidates with a disability who meet the skills, qualifications and experience criteria will be guaranteed an interview


Person specification

	Essential 
	Desirable 

	Skills :
· Ability to be cope under pressure
· Ability to challenge people when necessary
· Can explain complex and detailed policies or processes in a simple and concise manner
· Confident in decision making 
· Strong organisational skills
· Good attention to detail
· Ability to communicate at all levels of the organisation


	 
· Skilled in relationship management


	Experience: 
· Previous HR experience in a similar role
· Experience of developing and implementing HR policies and processes
· Experience of recruiting and selecting talent
· Experience of strategic organisational design


	 
· Experience of advising and guiding managers on matters of HR strategy and practice
· Experience of effective development coaching of colleagues




	Knowledge, Qualifications and Personal Qualities :
· Up to date knowledge of employment law
· Strong understanding of HR guidelines and principles Trustworthy, providing confidentiality where necessary 
· Proficient with Microsoft Office (Word, Excel, PowerPoint, Teams)
· Can work independently as well as part of a team


	 

· Knowledge of charity legislation
· CIPD qualified
· Knowledge of utilising a HR platform

 




Together we will Kick it Out
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