HUMAN RESOURCE MANAGER 
	Job Title and Grade
	Human Resource Manager

	Location of the post
	Aras an Phobail, Críolár na Mistéalach, NEWKD, Tralee, Co. Kerry, with a hybrid option available. 

	Purpose of the Post
	To take responsibility for the Human Resources function throughout NEWKD, ensuring a high quality delivery of HR policies, procedures and practices in line with current employment legislation and guidelines, and regulatory compliance. 

Liaise with all stakeholders to develop and support a HR Strategy, deliver Strategic HR Initiatives and key HR Interventions in line with business objectives and to ensure that appropriate employee policies are in place. 

	Status
	Part-time: 20 hours per week (mornings preferably) 

	Salary and Benefits:
	Manager Scale (Pro rata from point 1 €41,531 to Point 9 €53,464), negotiable depending upon experience, qualifications, etc. 

	Reporting Relationship
	Reporting to the Chief Executive Officer 


	· Providing support, advice and guidance to Managers, Coordinators and Supervisors relating to human resources, in particular, employee relations’ issues. 
· Implement, oversee and participate in staff appraisals. 
· Deliver “Excellence Through People” or other HR quality system. 
Organisational Development
· Responsible for developing, reviewing, updating and implementing human resource policies and procedures (e.g. NEWKD Employment Handbook) and ensuring these are applied in a fair and consistent manner for all staff. 
· Develop and maintain positive working relationships and appropriate structure with employees, their representatives / unions, and maintain a positive climate in respect of employee relations throughout NEWKD, including consultation on policies and procedures, terms and conditions, etc.
· Maintaining an efficient and effective human resource administration system, ensuring that there is no delay in contracts and other human resource issues.
· Developing, maintaining and updating a computerised human resource system – ensuring records are accurate and up-to-date, and resolving any problems in relation to the computer system as quickly as possible. 
· Maintenance of all human resource record systems, monitoring employee entitlements within the organisation to ensure these are not exceeded. 
· Compile and present reports and other statistical information in respect of human resources as may be required. 
· Dealing with discipline and grievance issues as necessary, ensuring the highest standards of confidentiality are maintained. Working with external agencies, such as IBEC, in submitting cases to the employee relations agencies. Ensure correct procedures are followed, particularly in relation to both discipline and grievance.
· Liaise with independent medical examiner in relation to matters regarding employees’ health, where absenteeism levels are unacceptable and medical examinations are required.
· Liaise with the relevant Departments and other relevant external bodies in relation to the human resource function.
· Act as key advisor to Management on Performance Management; Organization Design, Talent Management initiatives. 
· Keep the CEO apprised of any HR risks to the business.
Pay and remuneration 
· Review and advice on the revision of pay levels as appropriate.
· Benchmark pay and remuneration levels with other organisations.
· Liaise with the payroll function in NEWKD. 
· Support staff to avail of social welfare entitlements as appropriate. 
General
· Maintain the highest standards of confidentiality in all aspects relating to the human resource function.
· As a member of the Management Team to contribute to the development of the organisation and the continuous improvement of our work systems 

· As the above is not an exhaustive list of duties and responsibilities, this job description may be revised from time to time to take account of any change in requirements of the position or any duties as may be assigned by the Chief Executive Officer.
	

	Eligibility Criteria/
Qualifications/experience 
	Ideally, CIPD qualified with at least three years’ experience and should possess the following skills, competencies and/or knowledge:
· Motivated and efficient, with a strong strategic perspective 

· A high level of interpersonal and communication skills, including written, verbal and ICT 
· Ability to both work independently and as part of a multi-disciplinary team 
· Experience of working under pressure and coping with change 
· Proven ability to manage, develop and motivate staff 
· Good presentation and advocacy skills 
· A sound understanding of employment law

	Other requirements specific to the post
	Access to transport as the role will require travel.                     
C2 / D1 Licence desirable

	This job description is a guide to the general range of duties assigned to the post holder. It is intended to be neither definitive nor restrictive and is subject to periodic review with the employee concerned. 
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