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	Job Description

	
	HR Manager

	
	Reporting to:
	People Director

	
	Responsible for:
	HR Team Members



Aims of the post
The role of the HR Manager is to work in partnership with operational and central teams to ensure people practice, policy and procedure support Phoenix’s strategic aims and are translated into practical, legally sound and values-led action. The role will use professional judgement, people insight and constructive challenge to support service improvement, strengthen leadership confidence and help create stable, capable and engaged teams.

The role will provide key leadership within the People Team, with a particular focus on employee relations, manager support and strengthening confidence in how people matters are handled across Phoenix. The postholder will work closely with managers and senior leaders, including Directors, providing clear, balanced and pragmatic advice that supports fair, consistent and legally sound decision-making.

The role will require someone who can build credible working relationships, influence constructively, think strategically and translate people priorities into practical action, while working collaboratively as part of the wider People function and under the direction of the People Director.

Main purpose of the job
· The HR Manager works closely with operational and central teams to provide a comprehensive, professional and customer-focused People service, contributing to both day-to-day people matters and wider strategic priorities.
· The HR Manager will support the development and implementation of operational strategies and Phoenix’s wider business plan, helping leaders connect people priorities with service quality, regulatory confidence and continuous improvement.
· The HR Manager will act as a constructive partner and critical friend to leaders, offering support, professional challenge and clear feedback that is factual, balanced and focused on improvement. The role will provide a sounding board for experienced leaders and coaching support for those developing their confidence in people management, encouraging and supportive, but also able to provide honest and candid feedback that is both factual and constructive about weakness and opportunities to drive and enact change to improve. The HRM will act as sounding board to experienced leaders and as an internal coach to inexperienced members of the leadership team.
· Partner with leaders on people and employment matters that are key to compliance and the delivery of high-quality care and education, including Team Member engagement and wellbeing, diversity and inclusion, resourcing and retention, individual and team performance, absence management and succession planning.
· Contribute to the development, review and implementation of progressive People and Organisational Development policies, procedures, guidance and training that support consistent practice and business improvement.
· Provide professional oversight and advice to support the consistent application of terms and conditions of employment, including all aspects of the benefits package.
· Work with leaders to develop new role profiles, conduct appropriate salary benchmarking, and design organisational structures that deliver corporate objectives.
· Work across the Team Member lifecycle, other than recruitment and learning and development, using feedback and people insight to help strengthen Phoenix’s Team Member experience and support its ambition to be an employer of choice within the sector and local communities.
· [bookmark: _Hlk33871505]Work with colleagues and leaders to support resourcing and retention strategies that reduce reliance on agency and overtime, improve workforce stability and reduce Team Member attrition.
· Develop the knowledge and skills of HR team members to deliver a first-class people service.
· Act as the lead internal point of advice on Phoenix’s responsibilities for Team Members who are subject to immigration control, supporting compliance and appropriate escalation where required.
· Promote and role model Phoenix’s People Strategy, helping translate strategic priorities into meaningful and practical action across services.


Working in Partnership
1.1 Provide coaching, training and support for leaders to anticipate and respond to organisational and people issues, helping managers create the best possible environment for Team Members and the people Phoenix supports.
1.2 Support leaders and those with supervisory responsibilities to build confidence in applying HR and employment procedures, using coaching, mentoring and practical guidance to strengthen people management capability.
1.3 Support leaders to use the HR system confidently and consistently for day-to-day people management activity, including recording, monitoring and following up absence, employee relations, probation, onboarding and other core HR processes.
1.4 Attend and actively contribute to monthly Service Review Meetings, using people insight to support discussion of service performance, workforce risks and practical resolutions.
1.5 Produce clear management guidance and communications on People initiatives, key employment issues and policy updates, ensuring they reflect Phoenix’s values, tone and brand.
1.6 Partner with senior operational leaders to identify regional capability needs, using curiosity, engagement and people insight to support improvement planning.
1.7 Support legal and regulatory compliance in people management, helping leaders understand and manage risk appropriately.
1.8 Support the People Director in delivering the People Strategy in line with Phoenix’s vision and values, contributing to sustainable change programmes within the areas of responsibility.
People Management and Employee Relations (ER)
1.9 Support managers to apply the appropriate tools, guidance and resources when responding to disciplinary, grievance, capability, absence and other employee relations matters.
1.10 Provide professional oversight of employee relations matters and processes, supporting timely, fair and consistent resolution while minimising unnecessary operational impact.
1.11 Escalate complex or high-risk employee relations matters to the People Director at an early stage, including where external advice or additional support may be required.
1.12 Work with leaders to review the quality of supervision and appraisal within services, identifying themes, support needs and opportunities to strengthen practice.
1.13 Support the development and consistent use of effective systems and processes for core People activity, including probation, sickness absence, maternity and other employment processes.
1.14 Support leaders to manage statutory leave in line with legal requirements and Phoenix policy.
1.15 Prepare timely and factual DBS referrals, or referrals under any updated or similar scheme, where required and with appropriate senior oversight.

Employee Lifecycle
1.16 Provide guidance and professional input on workforce planning and service restructures, supporting leaders to apply core HR processes appropriately and in a legally compliant manner.
1.17 Work alongside operational teams and the central Recruitment Team to support an effective onboarding experience that reflects Phoenix’s values, safer recruitment expectations and business need.
1.18 Work with operational teams and the Organisational Development Team to help new Team Members settle, build confidence and succeed during their first six months with Phoenix.
1.19 Work with operational teams to strengthen selection and onboarding practice, participating in interview panels where required and providing professional advice to support sound decision-making.
1.20 Work alongside senior leaders and central support teams to support talent management and succession planning, helping identify capability, potential and development opportunities.
1.21 Use exit interviews and other feedback to understand why Team Members leave Phoenix, identify themes and support practical strategies to improve retention.
1.22 Support leaders to consider employment packages that are fair, internally equitable and appropriate to the responsibilities of each role.
Business Analysis, Metrics, Reporting & Projects
1.23 Promote effective use of the HR system from a management perspective, helping managers understand how to use available information and system functionality to support timely, consistent and well-evidenced people management decisions.
1.24 Contribute to periodic and ad-hoc people-related management information by using relevant HR system data to help leaders understand workforce trends, identify areas of concern and consider practical next steps.
1.25 Use HR data and analytics to identify patterns, risks and opportunities, particularly in relation to absence, employee relations, retention, onboarding and workforce stability, and translate these into useful insight for leaders.
1.26 Work with managers to encourage accurate and timely use of HR system workflows and records, helping ensure absence, employee relations, onboarding and other people processes are visible, up to date and capable of supporting appropriate management action.
1.27 Work with leaders to develop practical, fit-for-purpose solutions to people-related business challenges, balancing operational need, legal compliance, risk and Phoenix’s values.
1.28 Support the design and delivery of training and Organisational Development materials that respond to identified business and leadership needs.
Health, Safety & Wellbeing
1.29 Maintain an awareness of leaders’ responsibilities for health and safety arrangements within services and the wider organisation, including risk assessment for Team Members working in services.
1.30 Understand health and safety requirements sufficiently to support effective audit activity within services and help ensure appropriate action is taken in response to findings.
1.31 Support leaders with risk assessments relating to Team Members working within services, including appropriate monitoring and review of agreed measures.
1.32 Work with the People Director and organisational teams to support delivery of Phoenix’s Wellbeing Strategy, using feedback and insight to inform continuous improvement.
1.33 Support the development and implementation of wellbeing initiatives that respond to workforce needs and contribute to engagement, resilience and sustainable performance.
1.34 Understand when RIDDOR reports should be made and support leaders to take appropriate action where required.
1.35 Take care of your own health and safety and that of people who may be affected, including People we support, fellow colleagues and visitors by what you do (or do not do).
1.36 Cooperate with others on health and safety, and not interfere with, or misuse, anything provided for your health, safety or welfare.
1.37 Follow the Company’s Policies and procedures, training and instruction you have received while at work.
1.38 Immediately report and Health and Safety concerns to your Manager.
Relationships
1.39 Establish and maintain positive, professional and appropriately balanced relationships with Team Members, leaders, customers, the local community and other parties Phoenix works with.
1.40 Always represent the Company and our services in a professional way.
1.41 Work as an integral partner to operational teams, supporting leaders to deliver high-quality services and a consistent Team Member experience.
1.42 Develop positive and proactive working relationships with Central Support Hub services, including Recruitment, HR Administration, Finance, Maintenance, IT and other support functions.
Personal Responsibilities
1.43 Maintain a clear understanding and providing up to date knowledge of the legal framework within which HR operates; supporting to develop HR policies in line with current legislation and keeping abreast of modern HR procedures and best practice. 
1.44 To be responsible for organising and prioritising own workload daily and strategically.
1.45 Understand your responsibilities for safeguarding when interacting with People we support, their personal information and when visiting any of our services. 
1.46 To maintain appropriate confidentiality of information relating to the Company and its employees and maintain compliance with the Data Protection Act and General Data Protections Regulations (GDPR).
1.47 This role will act as a role model for the Phoenix Values and Code of Conduct.


Person Specification
APP – Application          INT = Interview          AST = Assessment

	Essential Criteria
	Measurement

	
	APP
	INT
	AST

	Willingness to attend and participate in training to update skills and knowledge. 
	
	
	

	Evidence of continued professional development.
	
	
	

	Experience/Knowledge: 5 years’ experience working in a busy generalist HR/People role. Proven track record of supporting and where necessary challenging managers to ensure best practice ER working environment.
	
	
	

	Track record of managing complex ER cases within a fast-paced environment (including post-employment litigation)
	
	
	

	Demonstrable success of working in partnership with managers to deliver innovative employee related solutions that meet business needs.
	
	
	

	Experience of Employment related policy development and implementation.
	
	
	

	Thorough knowledge and understanding of modern Employment practice and Law.
	
	
	

	Significant experience in retention initiatives.
	
	
	

	Has a full understanding of and a commitment to Equal Opportunities and Diversity.
	
	
	

	Knowledge of health, safety, wellbeing and risk assessment.
	
	
	

	Excellent written and verbal communication skills.
	
	
	

	Good IT skills, including confident use of Microsoft Word and Excel, and experience of using HR systems or databases to support people management, reporting and insight.
	
	
	

	Excellent organisational skills including ability to manage time and prioritise effectively.
	
	
	

	Good general education with minimum GCSE or equivalent in English and Maths.
	
	
	

	Motivated and able to use own initiative whilst remaining flexible, reliable, patient, compassionate and maintaining a sense of humour. Ability to tolerate ambiguity.
	
	
	

	Passion to provide an excellent quality of service.
	
	
	

	Driving licence/able to travel.
	
	
	

	
	
	
	



	Desirable Criteria
	Measurement

	
	APP
	INT
	AST

	Level 5 CIPD
	
	
	

	Educated to degree level or equivalent qualifications/experience.
	
	
	

	Experience of working in recruitment and people management within a regulatory environment / care. 
	
	
	

	Skills in coaching and feedback in Employment related issues.
	
	
	

	Highly analytical with good investigative and problem-solving skills, demonstrating ability to undertake research and submit appropriate proposals which meet business requirements.
	
	
	

	Ability to resist/report action or inaction that breaches practice, policy or law.
	
	
	

	Knowledge of geographic area.
	
	
	

	Presentation Skills.
	
	
	





Competency Framework

	Core

	
	Demonstrates fortitude in actions and personality.
	

	
	Continued focus on people we support and engage with.
	

	
	Communicates and interacts with colleagues positively.
	

	
	Take responsibility for personal practice and development.
	

	
	Strives for quality improvement.
	

	
	Delivers functional competencies.
	As set out in your job description. 



	Leadership

	
	Shares and develops relationships
	

	
	Champions team culture and purposeful development
	

	
	Plans effectively and delivers innovatively against business objectives
	








Values

	Organisation Values
	Measurement

	
	APP
	INT
	AST

	
	Nurture
	To support, cherish and encourage the individual based on their own opportunities now and into the future.
	
	
	

	
	Flourish
	To provide the right environment and encouragement for each individual to make their own unique achievements.
	
	
	

	
	Grow
	To foster, cultivate and develop positive relationships and progression.
	
	
	




	Team Charter
	Measurement

	
	APP
	INT
	AST

	
	Honesty
	Mutual honesty is the cornerstone of any relationship we build with the people we work with.
	
	
	

	
	Empathy
	We work to understand and empathise with all the individuals we care for – it is important we show empathy and not sympathy.
	
	
	

	
	Aspiration
	We work to assist all individuals aspire to achieve their goals and outcomes.
	
	
	

	
	Respect
	We treat others in the same way we wish to be treated and to build shared respect.
	
	
	

	
	Teamwork
	We strive to provide consistency in our approach through effective teamwork and to bring the best out of each other.
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These duties aren’t exhaustive and may be altered at any time to reflect the changing needs of the organisation.
image1.jpg
hoenix

NURTURE > FLOURISH > GROW




