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	Job Title 
	Head of HR

	Line Manager
	Executive Vice Chairman

	Line Manager Duties
	Yes

	Key Responsibilities 
	· Manage all aspects of the HR function for Hull City Football Club and SMC
· Prepare and ensure compliance of all HR policies in line with the staff handbook and ensure the companies conform with all employment legislation
· Manage employee relations including dispute resolutions, disciplinaries, grievances, absence, retirement and redundancy
· Assist with applications for UK Right to Work documents, visas sponsorships, etc.
· Provide updates and information on staffing levels
· Provide and collate Board reports
· Ensure mental health awareness and general first aid at work training is provided across three sites
· Provide staff welfare support.
· Advise and support department managers in relation to the terms and conditions of employment, staffing issues, restructuring and succession planning.
· Continuously monitor and review HR policies and processes and implement changes where necessary to mitigate disputes
· Maintain and support staff training and development, including management of the Apprenticeship Levy, and liaise with training providers, apprentices and cohorts
· Provide training reports, absence reports and staffing updates
· Liaise with payroll to ensure correct salaries, bonuses and expenses are actioned. 
· Manage the disciplinary process and the grievance process in line with company policies and procedures, and conduct and record all relevant meetings, and prepare related correspondence 
· Oversee and record the staff appraisal process 
· Provide advice and support to the HR Advisor and HR & Safeguarding Administrator, related to the recruitment process.
· Participate in the implementation of specific projects, procedures and guidelines to help align the workforce with the strategic goals of the organisation
· Verification of on-line applications for DBS checks

	General Tasks
	· Attend and contribute to regular Management Meetings
· Member of the Safeguarding Steering Group
· Manage electronic HR personnel files on the Oracle HR system ensuring regular updating
· Represent Club at industry events
· Maintain key contacts/relationships with industry bodies – e.g. EFL and The FA
· Champion for internal communication, staff engagement and social activities 
· Support Tigers Trust with ad-hoc HR requirements

	Competencies





	· Understanding of a constantly changing culture/demand
· Ability to work as part of a team and on own initiative
· Excellent interpersonal skills
· Able to communicate effectively at all levels
· Dedicated to self-improvement and personal development
· Willing to follow and promote the Clubs goals and vision
· Represent Hull City in a professional manner at all times

	[bookmark: _Hlk146621584]Qualifications
	Essential
	Desirable

	CIPD Level 5 Human Resources qualification, or equivalent
	
	

	Full UK Driving Licence 
	
	

	Experience
	
	

	Significant experience in a HR role (5 years+)
	
	

	Excellent knowledge of HR best practice, HR related policies and procedures and UK employment law legislation
	
	

	People management experience, with good coaching and mentoring skills
	
	

	2 years+ in a HR Manager role
	
	

	Experience with Oracle HR
	
	



	General Information
	The Employee must at all times carry out their responsibilities with due regard to the Hull City Tigers Ltd’s policies and procedures in particular Safeguarding Children and Adults at Risk Policy, Health & Safety, Financial Authorisation, Confidentiality and with regard to the Data Protection Act 2018. 

Some posts may require the employee to undertake an enhanced disclosure check by the Disclosure and Barring Service. 

The Employee must act to protect all young people and vulnerable adults that are in their care or attending the Company’s premises. The Employee must report any misconduct or suspected misconduct to the Head of Safeguarding. 

The Employee must ensure a positive commitment towards equality, diversity and inclusion by treating others fairly and not committing any form of direct or indirect discrimination, victimisation or harassment of any description and to promote positive working relations amongst employees and customers. 

The above Job Description is not intended to be exhaustive, the duties and responsibilities may therefore vary over time according to the changing needs of the Club. 






	JOB DESCRIPTION AGREEMENT 
I can confirm that I have read, understand and agree with the job description and that I will adhere to it at all times to the best of my ability. 


	Employee’s Name:


	Employee’s Signature:



	Date:

	Line Managers 
Name:
	Line Managers 
Signature:


	Date:
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