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Job Title: 


Head of Human Resources (Maternity Cover)


Location:


Secretariat, London 
Department:


Finance, IT & Support Services
Grade and Salary:

F, £45,000 gross per annum 

Responsible To:

Director of Finance & Corporate Services
Responsible For:

2 Global HR Advisors and 1 HR Assistant
Background
HelpAge International is a global network of not-for-profit organisations with a vision of a world where older people fulfill their potential to lead active, dignified, healthy and secure lives. With more than 70 affiliates and 300 partners across more than 50 countries the HelpAge International network brings together hundreds of organisations worldwide. HelpAge International has a secretariat with offices in London and Brussels, six regional centres in East Africa, Southern Africa, Asia/Pacific, Latin America and the Caribbean and Central Asia, national programmes and a number of emergencies. Over recent years significant progress has been made in developing and establishing the role of HR function to support the organisational objectives of the organisation to ensure we have the right people and HR practices in place to deliver our mission to make a positive difference to the lives of older people.
This Head of HR post retains the overall responsibility for the management and development of the function and representation at senior management level.  

Purpose of the job  

Enable the achievement of HelpAge International’s objectives by ensuring a strategic approach to HR issues; promoting good management practice; and providing a comprehensive HR support service.

Lead the strengthening of global HR throughout the organisations through robust and transparent HR policy and practice.
Key Relations:
The Head of Human Resources works in close cooperation with managers and staff of all 

departments in the London Secretariat, and regional directors and country directors of international
 offices.
Job Activities

Strategy development:

· Provide strategic advice to directors and managers in the organisational implementation of HR policy and best practices and identify the HR requirements needed to meet organisational objectives.

· To lead on the development and implementation of the HR strategy in addition to the development of HR policies and processes to meet HelpAge’s organisational objectives.
· To ensure the development and implementation of core HR standards across all country programmes.
Policy development, implementation and monitoring:
· To keep abreast of developments in the field of HR best practice and employment law and advise on the implications for HelpAge International.

· To develop, implement and monitor global policies and procedures in relation to all aspects of HR management: 
· employee resourcing (HR planning; recruitment and retention)
· employee relations (disciplinary and grievance; staff consultation and communication)

· employee reward (pay and grading; terms and conditions)

· employee development (induction; staff development and training; performance management)
· Responsible for ensuring deployment and robust HR practices in humanitarian responses. 
· Ensure that regional and country offices are fully informed and understand the HR policy and best practices and changes as they arise.
· Advise regional and country offices to ensure compliance, understanding and application of local employment law in their local terms and conditions and HR practices.
· Recommend and support the delivery of HelpAge’s pay and benefits, by participating in salary surveys and analysing/interpreting pay and reward data to advise the Directors on remuneration so we remain competitive in the market.
Advice and support to managers and staff:
· To give appropriate advice and support to managers of international, national and UK based staff in relation to best practice, the implementation and interpretation of policies and legal issues.

· Advise and guide staff and managers in employee relations issues
· Mentoring, advice and guidance to Regional HR staff and those staff in the international offices with a HR role and remit.

Learning and development:
· Responsible for ensuring performance reviews are conducted in line with organisational policies and ensure that learning and development is closely linked to performance reviews.

· Deliver training, as necessary, on HR policy and practice.

· Responsible for ensuring that line managers are supported to identify training opportunities for staff, in response to individual and organisational needs, in line with the learning and development policy.
Administration and systems:
· To oversee the implementation and roll out of a new HR system across the organisation

· To ensure, through the management and support of the HR Assistant, an efficient HR administration service, including the effective development and use of systems and HR database.

· ensuring effective management of the payroll and pension administration systems, negotiating and liaising with the providers as required.
Staff safety and well being
Review travel and staff related insurances to ensure that all staff that a high standard of insurance coverage for staff.
Be an active member of the Crisis Management Team

General
· To undertake additional tasks, commensurate with status, after consultation and the provision of necessary support and training if appropriate. 
· Lead on specific HR initiatives as agreed with the Leadership Group.
· Provide HR briefing to the board, as well as HR statistics to demonstrate staff turnover, headcount and other relevant data. 
· Set the budget for the HR department, whilst also guiding managers on budgeting for training and employment costs.  Represent HelpAge International on matters connected with HR management internally and externally.

Person Specification
Essential
Education and Experience

· CIPD qualified to Chartered Member or equivalent experience
· Substantial senior experience in human resource management in an international environment
· Demonstrable experience in reviewing and developing employment policies, systems and processes e.g. induction, job evaluation
· Experience providing support and advise to managers on HR related issues, both in the UK and at a distance.
· Experience of developing a HR strategy and to the development of support budgets.
· Significant experience of working with employment laws and practice in countries where HelpAge operates as well as a sold knowledge of UK employment law.
· Experience of leading on change management processes
· Experience of managing a HR budget
· Experience of managing payroll and negotiating with benefit providers
· Experience in delivering training on HR policy and practice.
· Experience of a flexible approach to managing and prioritising a high workload and multiple tasks in a fast paced environment often with tight deadlines.
Knowledge, Skills and Abilities

· An understanding of the HR issues of operating globally in often complex and volatile environments
· Proven track record of leading, developing and managing a HR team
· Able to coach, develop and mentor senior management to enhance their people management skills
· Proven ability of human resource planning
· Ability to function with a high degree of autonomy 
· Effective interpersonal, representational, negotiating and influencing skills 
· Strong communication skills both verbal and written with the ability to communicate with a high level of sensitivity and diplomacy 
· Good standard of IT skills, including word, excel and HR databases
Desirable:

· Knowledge of French and/or Spanish
· An understanding of humanitarian/development issues 


