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THE SHAKESPEARE HOSPICE
JOB DESCRIPTION

Post: 		        	HR & Volunteer Manager / People Manager 
Department:		People & Workforce  
Reporting to: 		Head of People & Workforce 
Direct reports:             	Human Resources Assistant  	
Location:                       	The Shakespeare Hospice                   
Hours:		 	28 hours pw, across a minimum of 4 days, including Fridays
Salary:			£28,373 - £29,866 (£38,000 - £40,000 FTE) depending on experience

Job Purpose
The HR and Volunteer Manager will manage all aspects of people management across The Shakespeare Hospice, ensuring that employees and volunteers are supported, developed, and engaged in delivering outstanding care and services.
Alongside the Head of People & Workforce, the postholder will provide professional HR support, advice and guidance to managers, oversee recruitment and retention initiatives, ensure employment law compliance, and support in developing a positive organisational culture. The role will have operational responsibility for the Hospice's volunteer programme, recognising the vital contribution volunteers make to achieving the organisation's mission.
Working closely with managers and colleagues across the Hospice, the HR and Volunteer Manager will champion best practice in people management, equality, diversity and inclusion, staff wellbeing, and volunteer engagement.
This role is pivotal in shaping The Shakespeare Hospice to be an employer and volunteer organisation of choice within the local community.

Key Responsibilities
Human Resources
HR Leadership and Management
· Review HR processes, polices and documentation as and when required ensuring they are both efficient and effective.
· Ensure compliance with employment legislation, charity sector best practice and regulatory requirements.
· Provide expert HR advice and guidance to managers on employee relations matters, including: 
· Performance management
· Absence management
· Flexible working requests
· Disciplinary and grievance processes
· Capability and conduct issues
· Support managers in resolving complex employee relations matters in a timely and appropriate manner.
· Review, update and maintain HR policies and procedures.

Recruitment and Retention
· Lead recruitment and onboarding processes for staff, helping to streamline and develop existing practices.
· Develop initiatives to attract, engage and retain high-quality employees.
· Ensure safer recruitment practices are followed.
· Monitor workforce trends, turnover and vacancies, identifying opportunities for improvement.
· Coordinate induction programmes for new employees.

Learning and Development
· Identify organisational training and development needs.
· Deliver internal training/workshops to managers to help support with People processes.
· Maintain mandatory training compliance across the organisation.
· Work with managers to support career development and succession planning.

Employee Wellbeing and Engagement
· Promote a positive and inclusive workplace culture.
· Develop and implement staff wellbeing initiatives.
· Support employee engagement activities and feedback mechanisms.
· Champion equality, diversity and inclusion throughout the organisation.

HR Systems and Processes
· Maintain accurate HR records and reporting systems.
· Support with the implementation or integration of any new systems.
· Produce workforce data and reports for senior leadership, trustees and committees as required.
· Monitor key HR metrics and provide recommendations for improvement.
· Ensure compliance with GDPR and confidentiality requirements.

Volunteer Services
Volunteer Strategy and Development
· Alongside the Head of People & Workforce, drive the strategic development of volunteering across the Hospice.
· Ensure volunteering programmes meet organisational needs and enhance patient, family and community experiences.
· Promote volunteering opportunities both internally and externally.
· Manage and support HR volunteers and any other volunteers assigned to the department. 

Volunteer Recruitment and Retention
· Oversee volunteer recruitment, selection and onboarding processes.
· Ensure appropriate checks, references and compliance requirements are completed.
· Develop initiatives to improve volunteer recruitment, retention and engagement.
· Build relationships with local communities, organisations and educational establishments to increase volunteering opportunities.

Volunteer Support and Recognition
· Ensure volunteers receive appropriate induction, training, supervision and ongoing support.
· Develop volunteer recognition and appreciation programmes.
· Foster a positive volunteer experience aligned with Hospice values.
· Support managers who work with volunteers, ensuring consistency in volunteer management practices.

Volunteer Governance
· Maintain volunteer policies, procedures and records.
· Ensure compliance with relevant legislation and best practice relating to volunteering.
· Monitor volunteer activity and provide reports and analysis to senior leadership.

General Responsibilities
· Demonstrate and promote the values of The Shakespeare Hospice.
· Work collaboratively across all departments.
· Participate in organisational meetings and projects as required.
· Support fundraising and awareness activities where appropriate.
· Maintain confidentiality and professionalism at all times.
· Comply with all Hospice policies, including health and safety, safeguarding, information governance and equality policies.
· Undertake any other duties commensurate with the level of the post.

This job description is subject to periodic review in negotiation with the post-holder and may be revised/updated as service requirements change/develop.

PERSON SPECIFICATION

E = Essential 	D = Desirable 
	Qualification

	· CIPD Level 5 qualification (or equivalent HR qualification) or significant equivalent experience.
· Evidence of continued professional development.
	E

E

	Experience

	· Significant experience of providing professional HR advice and support across a range of people management issues.
· Experience of managing and streamlining recruitment and onboarding processes.
· Experience of handling employee relations cases, including disciplinary, grievance, absence and performance management.
· Experience of developing and implementing HR policies and procedures.
· Experience of producing and interpreting workforce data and reports.
· Experience of supporting organisational culture or wellbeing initiatives.
· Experience of people management systems (HRMs/HRIS)
	E
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	· Experience within the charity, healthcare, hospice or not-for-profit sector.
· Experience of managing or coordinating volunteers and volunteering programmes.
· Experience of delivering training and presentations.
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	Knowledge

	· Sound understanding of UK employment law and HR best practice.
· Knowledge of volunteer management principles and best practice or willingness to learn.
· Understanding of GDPR and data protection requirements.
	E
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	· Knowledge of issues facing hospices and end-of-life care organisations.
	D

	Skills and Abilities

	· Excellent interpersonal and relationship-building skills.
· Strong verbal and written communication skills.
· Ability to influence, coach and support managers effectively.
· Strong organisational and prioritisation skills.
· Ability to manage multiple priorities and work independently.
· Strong problem-solving and decision-making skills.
· Ability to handle sensitive situations with professionalism and empathy.
· High level of accuracy and attention to detail.
· Proficient IT skills, including Microsoft Office applications and HR systems.
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	Personal Attributes

	· Commitment to the values and mission of The Shakespeare Hospice.
· Compassionate, approachable and supportive.
· Professional integrity and discretion.
· Positive, flexible and proactive approach.
· Ability to work collaboratively with internal and external stakeholders.
· Commitment to equality, diversity and inclusion.
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	Other Requirement

	· Ability to work 28 hours per week across a minimum of four days, including Fridays.
· Ability to work predominantly on-site at The Shakespeare Hospice.
· Willingness to undertake occasional evening or weekend work to support Hospice events, recruitment activities or volunteer engagement initiatives.
· Take part in the Hospice locking /securing of the building rota.
· Participate in the Hospice on-call rota.
· Ability to travel to various locations across South Warwickshire.
· Right to work in the UK.
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