 







Recruitment Pack:

People and Culture Manager 

[bookmark: _Hlk184380699]Temporary - Fixed Term 1 Year

December 2024


[bookmark: _Hlk185504993]About the Scottish Human Rights Commission 
The Scottish Human Rights Commission (SHRC) is Scotland’s human rights watchdog. 

We are an independent, expert body that works with and for the people of Scotland; we monitor, listen, and speak up for all our rights and respond when things go wrong. We are a public body created by statute, with a mandate to protect and promote the human rights of all people in Scotland. 

The Commission is established as a National Human Rights Institution. As such we are part of a global network of bodies accredited by the United Nations to monitor state compliance with international and national human rights law and treaties. We are independent of government. It is the job of National Human Rights Institutions to use the rule of law to promote and protect the human rights of all of the people who live in any given country and assess the actions of the state on that basis. This is how the Scottish Human Rights Commission approaches its work.

In April the Commission embarked on its new 4-year Strategic Plan for 2024-28, focused on standing up for those in need of protection and holding those responsible for human rights to account 

The Commission is committed to being agile, engaged, open to collaboration and above all visibly committed to the realisation of rights in Scotland, as an authoritative and challenging partner in pursuit of that goal.
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About the Job 

1. Job Details 

	Job Title:  
	People and Culture Manager

	Working Pattern:   
	Full-time (37 hours per week)
Hours can be worked flexibly to suit the post holder.

	Duration:
	Temporary - Fixed Term 1 Year

	Team:  
	Business Support

	Reports to:
	Head of Commission Secretariat and Business Support

	Location:
	Based in Bridgeside House, 99 McDonald Road, Edinburgh, EH7 4NS

	Salary banding: 
	Grade 4 (£43,764 – 52,183)

Appointments will usually be made at the bottom of the salary band. Subject to performance, candidates would be expected to progress through the scale each year. 



2. Overall purpose 

The People and Culture Manager will make a positive difference to how Scotland’s human rights watchdog evolves and develops, to maximise its impact to promote the human rights of everyone in Scotland, through a strong, skilled and well supported staff team. The post holder will work strategically to support the delivery of the People and Culture recommendations from the Independent Governance Review. They will provide expertise and lead on the delivery of a range of HR related workstreams, using a project management approach, to deliver successful outcomes. The postholder will be expected to review and develop HR policies and processes, and lead on key HR development and change initiatives in support of the wider governance and organisational development programme.

Reporting to the Head of Business Support and working closely with the Executive Director, the postholder will have a strong background in people management, experience of cultural change and trade union liaison.

The postholder is expected to establish and maintain positive interpersonal relationships with all key stakeholders based on alignment with the Commission’s values, and to work effectively and collaboratively with colleagues at all times to ensure the successful achievement of the programme objectives and Governance Review recommendations.

A central feature of the role will be helping to build a culture that makes the Commission a great place to work, with a clear focus and commitment on the wellbeing of staff. 

3. Budgets Controlled 

You are likely to have delegated responsibility for project-level expenditure.

4. Core Areas of Responsibility and Key Activities 

Governance Review Recommendations and Project Workstreams

In the role of People and Culture Manager, the postholder will play a pivotal role in ensuring the Commission delivers on its people and culture outcomes from the Governance Review recommendations, ensuring that staff and trade unions are fully consulted in consideration of business needs, HR best practice and legislation.

The key deliverables are:
· Develop, review and update HR policies 
· Develop a new employee handbook
· Analysing staff survey feedback and create an action plan based on feedback
· Support the development of a staff wellbeing programme
· Support a review of the Commissions organisational structure

The  People and Culture Manager will provide leadership and expertise, helping to structure and develop a change programme, for which they will manage the project activities and deliver key milestones as agreed.

Organisational Development/Change management

You will apply your expertise and knowledge of organisational development/change management processes to the project workstreams, including:
· Leading and coordinating organisational development .
· Developing, implementing, and managing the change process.
· Interfacing with all levels of management and staff to ensure smooth and effective implementation of changes.
· Assessing required changes, developing plans, and communicating them to employees.
· Monitoring and assessing changes to ensure desired effects.

You will take a proactive role in ensuring the principles of equality, diversity and inclusion are promoted and embedded throughout all project activities.

You will consult with staff and trade union representatives, ensuring that engagement and participation is embedded throughout organisational change processes.

HR policy review and development

You will lead on the review and development of HR policies, in line with legislation, current organisational procedures and best practice.  Policies, procedures and guidance will be structured and organised an to ensure easy access, referencing and review.

Then post holder will revise and develop a comprehensive employee handbook as the key reference document to communicate all relevant guidance, information and arrangements in place for working at the  Commission.

You will liaise with trade union representatives, produce formal consultation papers, explaining the rationale for changes and meet regularly with trade union colleagues to discuss proposed changes, and recommendations for Senior Management sign off.  You will also communicate the policy changes with the whole staff group.

Measuring success and developing networks

You will plan, design, manage, deliver, monitor and report on the project workstreams.

You will develop relationships with key HR contacts in other Officeholder organisations to inform and benchmark for best practice.

The above areas of responsibility and key activities are not intended to be exhaustive. They do highlight the core areas of responsibility of the role as well as the key activities the post holder may be reasonably expected to undertake. 

5. Person Specification 

Formal Qualification/s 

· Educated to degree level or equivalent experience (E)
· CIPD qualified or working towards CIPD qualification (E) 

Knowledge 

· Knowledge and understanding of general HR management, HR policy and procedures and employment legislation (E) 
· Knowledge and understanding of the principles of organisational development and change management (E)
· Knowledge and understanding of the principles of project management (E)
· Knowledge and understanding of trade union relations (E) 

Experience 

· Experience of leading on organisational development and change programmes (E)
· Experience of developing, leading and delivering HR projects (E)
· Experience of working collaboratively with a range of colleagues across an organisation, including trade union relations (E) 
· At least two years’ experience in a general HR advisory or HR policy role (D) 

Skills 

· Excellent interpersonal and active listening skills (E) 
· Excellent group facilitation and presentation skills (E) 
· Excellent verbal and written communication skills (E) 
· Ability to work independently, following broad direction and guidance, using knowledge, skills and experience to deliver agreed outcomes (E) 
· Good IT skills including MS Office, social media channels and online meeting and facilitation tools (e.g. MS Teams) (E) 
· Flexible and collaborative approach (E) 
· Understanding of organisational development/change management practice and staff consultation/engagement to ensure all voices are respected equally (E)

6. Additional Information 

This role will be delivered in the main during standard working hours Monday to Friday. It may involve occasional travel to events and meetings around Scotland.

7. Potential for Flexible Working 

See below. 

8. 	Review 
Every job description in the Commission will be subject to a review in the following situations: 
· on an annual basis at the time of the annual appraisal meeting;
· as a result of a change in strategic direction;
· as a result of a team/ operational requirements;
· as a result of agreed performance appraisal needs and objectives; or
· within six months of appointment

[bookmark: _Hlk185506589][bookmark: _Hlk185505077]Benefits 
Working Hours
Flexible working 
The Commission is a flexible employer and is committed to going beyond its statutory obligations in relation to flexible working.  We are open to flexible working requests.  
Pay structure
This Legal Fellow role is a grade 4 role within our pay structure. 
FTE salary £43,764 – 52,183
Pension
Commission employees are eligible to join the Civil Service Pension scheme. From 1 April 2015, a new Civil Service pension scheme - Alpha - was introduced. Alpha is a Career Average pension scheme. 
Annual Leave
30 days annual leave plus 11.5 public holidays (pro rata for part time hours)
Commitment to CPD 
The Commission has a strong commitment to training and professional development and you will have access to training courses in core skills as well as policies to support continuing professional development. 
How to Apply 
To apply for this position, please send a completed application form to the Commission, either:
By email:	recruitment@scottishhumanrights.com 
By post:	FAO Corporate Services
		Scottish Human Rights Commission
		Bridgeside House
		99 McDonald Road
		Edinburgh	
		EH7 4NS
You must complete an application form, CVs will not be accepted. Applications should demonstrate how you meet the criteria for the role as outlined in the job description and person specification.
If you need to provide information in a different format please contact us to discuss. 
Key Dates
The deadline for applications is 09.00am on Monday 20 January 2025.
Interviews will take place in person at our office in Edinburgh, dates may be subject to change but are likely to take place during the week commencing 10 February 2025.
Participation in interview
If there are any barriers to you taking part in an interview in this form please contact us at recruitment@scottishhumanrights.com.
Applicants must have the right to work in the UK to be eligible to apply. 
Equality and Diversity
If you would like to discuss adjustments to the recruitment process that would enable your participation please contact us at recruitment@scottishhumanrights.com 


Disclosure and Pre-Appointment Checks
The successful candidate for this post will be asked to apply for Baseline Security Clearance and a Basic Level Disclosure Scotland Certificate and/ or a country equivalent if the candidate has lived in another country in the past three years. We will undertake pre-appointment checks of references, ID, permission to work in the UK and any education certificates listed in the application form. Confirmation of employment will be subject to these checks being completed satisfactorily. The Commission will facilitate and cover the cost of the checks and certificates. If you want to discuss this requirement, in confidence, at any time please contact us at recruitment@scottishhumanrights.com.
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