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The job at a glance
People are our most important asset, so as Head of People & Culture, you will play a central role in creating a positive, inclusive and high-performing workplace culture. You will lead the development and delivery of HR strategies and initiatives aligned with our overall business objectives, ensuring we attract, develop and retain exceptional talent.

You will act as the trusted advisor on all people matters, supporting managers and employees across the agency, while ensuring compliance with employment legislation and best practice.
 
Your responsibilities
· To manage our recruitment process and ensure all new starters are effectively onboarded and understand company policies, procedures, and workplace expectations.  This includes organising new starter paperwork (including right-to-work checks and offer documentation), arranging induction courses, and working closely with IT to ensure employees are equipped for hybrid and remote working.

· To regularly review and update HR policies, procedures and documentation in line with employment legislation and best practice.  Plus, to support and provide expert advice to Directors/Heads on employment law and HR policies (including disciplinary procedures, grievances and redundancy processes).

· To oversee a performance appraisal system that drives high engagement and performance.  This includes identifying organisational and individual skills gaps and commissioning appropriate training and development initiatives.

· To conduct exit interviews and provide insight and recommendations to improve employee experience and retention.

· To ensure all contractual, salary and benefits changes are correctly documented.

· To regularly review our suite of employee benefits to ensure they remain competitive and are underpinned by a commitment to our employees’ wellbeing. 

· To monitor absence, sickness and annual leave through eDays, ensuring return-to-work processes are followed, and trends are reported.

· To report annually to the Board on recruitment spend and effectiveness, employee turnover, diversity metrics, and gender pay gap data. This includes making recommendations to inform decision-making and ensure continuous organisational improvement.

· To liaise with the CEO and Finance regarding payroll changes and compliance with health and safety legislation.  This includes organising training for appointed fire marshals, first aiders and mental health first aiders.

· To prepare for and actively contribute to appraisal and management meetings.  Plus, participate in relevant training and professional development opportunities, and stay informed about emerging HR trends, legislation, and best practices to maintain leading-edge expertise.

· To act as an effective, professional ambassador for the company at all external events, conferences, and presentations, and on social media.    

· To undertake special projects and tasks as and when required.
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