[image: LOGO-internal-light]
	Job Description



	POST DETAILS

	POST TITLE
	Executive Head of Human Resources and Organisational Development 

	TEAM
	Executive Management Team (EMT)
	GRADE
	SCP  65 - 69



	JOB PURPOSE

	To manage the Management Support and Organisational Development functions of the organisation, enabling teams to provide effective service delivery in line with stated organisational policies, procedures, aims and objectives.
Responsible for - Human Resource Management, Organisational Development, Management Information Systems and Support; Data Management and Archiving Functions; Administration and Reception Functions. 



	MAIN TASKS

	1. To assist the Chief Executive Officer (CEO) and EMT in developing the strategic direction and policies and procedures in relation to resource management functions, thereby ensuring effective and efficient service delivery.
2. To assess, plan, implement and evaluate the resource management and management support functions and to develop appropriate strategies and programmes to maximise limited financial and physical resources
3. To implement and monitor the policies and procedures required to meet the strategic aims and objectives for the organisation as determined by the CEO and Board of Governors.
4. To report all relevant employment law, disciplinary and grievance, data management, performance management and administrative support issues directly to the CEO through appropriate communication, reports, briefings, management and team meetings, and formal supervision.
5. To provide professional support, advice, guidance, direct line management and formal supervision to the HR Manager, Team Manager, Learning and Development Manager, Business Support Coordinator and Partnership Manager.



	ACTIVITIES

	1. To assist the CEO and EMT in developing the strategic direction and policies and procedures, in relation to resource management functions, thereby ensuring effective and efficient service delivery:
a) To assist and advise the CEO in the strategic direction and development of relevant policies and procedures in relation to Human Resource Management.
b) To maintain an up to date knowledge of current legislation and regulatory requirements and to advise the CEO on all aspects of employment law, with a view to ensuring compliance with said requirements.
c) To advise the CEO and the Board of Governors in relation to all aspects of implementing and recording disciplinary, dismissal and grievance procedures.
d) To ensure that information management systems provide up to date and accurate data that is available to managers/employees and open to analysis and audit.
e) With the HRM take lead responsibility for developing and reviewing statements of employment particulars; job descriptions; person specifications; contracts of employment and the employee/worker handbooks, in accordance with legislative change or organisational review.
f) To ensure that all data collection complies with current Data Protection legislation and that data returns for the Care Inspectorate; Education Scotland; Registrar of Independent Schools; Scottish Government Census; Scotland Excel; and HSE are returned on time and in the correct format required
g) To provide oversight to the Learning and Development Manager and function ensuring compliance with regulatory requirements; identifying key improvement projects to enhance organisational delivery.

2. To assess, plan, implement and evaluate the resource management and management support functions and to develop appropriate strategies and programmes to maximise limited financial and physical resources:
a) To develop a customer services policy that ensures that all visitors to Rossie are made to feel welcome, provided with hospitality, made aware of security requirements, and receive a positive impression of the organisation. 
b) To ensure that the administrative systems for admissions, care planning, minuting of meetings, and filing/records are robust, effective and sufficient to meet the needs of the service.
c) To ensure that all newly appointed staff are made aware of the Employee Handbook and provided with induction experiences which explain relevant employment issues.
d) To promote safe working practices through the implementation of the Health and Safety policy.

3. To implement and monitor the policies and procedures required to meet the strategic aims and objectives for the organisation as determined by the CEO and Board of Governors:
a) To monitor and provide management information/reports in relation to agreed quality assurance systems within the management support service.
b) With the HRM have oversight of all recruitment campaigns are planned, structured and organised on an annual basis, that processes are efficient and cost effective, and that all employment checks are rigorously applied.
c) With Team Manager and HR oversee the attendance management statistics and notifying managers and staff when agreed attendance management triggers have been met.
d) To effectively organise Management Support staffing rosters and duties and deploy staff and resources accordingly for effective management support, within limited budgets.

4. To report all relevant employment law, disciplinary and grievance, data management, performance management and administrative support issues directly to the CEO through appropriate communication, reports, briefings, management and team meetings, and formal supervision:
a) Report directly to the CEO and advise on all matters relating to human resource and personnel management, administration and health and safety.
b) To develop, manage and implement effective information storage, retrieval and archiving systems relating to personnel files, case records and meeting minutes.
c) To ensure the Management Support and Organisational Development teams have the opportunity to hold regular team meetings, to discuss operational issues and service improvement.
d) To ensure the effective transmission of information through structured and minuted meetings and recorded hand-overs.
e) To provide regular management information and reports to the Rossie Board of Governors and the Finance, Property and Personnel Sub-Committee.

5. To provide professional support, advice, guidance, direct line management and formal supervision to the HR Manager, Team Manager, Learning and Development Manager, Business Support Coordinator and Partnership Manager. 
a) To provide formal 1-1 supervision.
b) To ensure that each of the Management Support and Organisational Development teams have an annual self-development plan based upon an individual training needs analysis. 
c) To ensure that each member of the Management Support and Organisational Development teams have an annual service development plan for their specific service area, which encompasses SMART targets for service delivery.
d) To ensure that each member of the Management Support and Organisational Development teams actively participate and contribute towards an annual appraisal process.
e) To create a team culture characterised by effective service provision, clear accountability, personal responsibility and high standards of resource management.
f) [bookmark: _GoBack]To ensure the Management Support and Organisational Developmentteams are familiar with the Employee Assistance Programme and the purpose and function of the Attendance Management Policy.


	




	REPORTING RELATIONSHIPS

	
Board of Governors

	       CEO



Executive Head of Human Resources and Organisational Development

 





NOTE: - This Job Description is to provide a clear and concise statement of the MAIN TASKS and ACTIVITIES of the post, it is not intended as an exhaustive list of every aspect of the post holder’s duties.


	Reviewed:  October 2026

	Review: December 2027
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