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Job description

	Date:
	 23 April 2026 


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	HESDSPO001

	Section:

	Support Services – Human Resources

	Job title:

	Human Resources Manager

	Grade:

	Grade 10


_____________________________________________________________________

Main purpose of job

Responsible to the Business Manager for a range of human resources (HR) matters including (this list is not exhaustive):

· Employee relations;
· Attendance management; 
· Learning and development including induction of new staff;
· Payroll administration and relevant systems maintenance; 
· Application of terms and conditions including Fixed Term Contracts, redeployments and Worklife Balance policies;
· Employee Resourcing, i.e. Recruitment and Selection; 
· Management of compliance with relevant contracts and associated frameworks, i.e. agency, occupational health and employee counselling services; 
· Change management; and
· Staff complaints administration.

Responsible to the Business Manager for the day-to-day management and supervision of assigned staff to ensure that work is organised and monitored and the business needs of the Department are met in an efficient and cost-effective manner.

Responsible to the Business Manager in the management of Departmental HR staff in accordance with the principles of performance management and the council’s policies concerning a total quality management approach to ensure continuous improvement in service delivery.

In conjunction with the Finance Managers, to ensure the timely development of the Departmental HR proposed annual objectives, performance indicators and work programmes and to assist in the preparation of consequential expenditure estimates.

Responsible to the Business Manager to keep under review new developments in all fields relevant to Departmental HR responsibilities and to make timely recommendations to the Business Manager and Departmental Directors concerning all changes to policy or procedures and training or other resource requirements necessary for the maintenance of departmental efficiency and effectiveness.

Develop and sustain good working relationships and partnerships with operational managers, senior management, DMT and trade union representatives to provide a professional HR service. 


Summary of responsibilities and personal duties:

Work collaboratively as HR Managers for the operational delivery of all HR functions within the department as follows:

1. Act as the departments specialist HR advisor and to undertake the general provision of advice and guidance to line managers, senior managers and the Departmental Management Team (DMT) of the department on all aspects of HR within the postholders sphere of responsibility this will include employee relations matters such as discipline and grievances; other staff related complaints, capability; attendance management; recruitment and selection; contract compliance management; payroll; council terms and conditions redundancy, and the HR elements of service design.

2. Ensure all HR policies and procedures are effectively implemented, managed, complied with and monitored in accordance with council policies and procedures to ensure that the relevant legislative requirements are met.  

3. Undertake relevant investigations, hearings and appeals under the council’s HR policies in relation to disciplinary, grievance, capability and equal opportunity matters and other relevant policies and procedures. 

4. Responsible to Business Manager for the effective management of the departments attendance management and undertake relevant actions, in particular taking a lead role in case reviews and hearings in accordance with the council’s Attendance Policy.

5. Report regularly to the Departmental Management Teams and Corporate HR on absence figures and compliance and non-compliance matters with the council’s Attendance Policy and to develop annual Absence Improvement Plans.  Provide reports and performance data and update, monitor and review absence improvement plans as appropriate.

6. Oversee the effective management of the departments payroll hub and undertake relevant actions, in particular taking a lead role in structural verifications and changes, implementation of new ICT systems and policies and procedures. 

7. Responsible to the Business Manager to oversee the effective management of staff complaints administration in line with relevant corporate policies. 

8. Oversee, monitor and review the coordination and management of all recruitment activities for the listed departments and assist with workforce planning and management issues as appropriate.

9. Take a lead role in the management, monitoring and review of departmental compliance with relevant contracts and associated frameworks, making recommendations to directors for improvement plans when necessary.  This includes but not restricted to agency, occupational health and employee counselling services. 

10. Oversee effective management of the Departments learning and development function including contributing to the development of corporate strategy, policies and procedures in liaison with the Business Manager, Senior Management, DMT and Corporate HR. 

11. Be responsible to the Business Manager for the department’s implementation of the council’s people and organisational development strategies and associated plans.

12. Implement and promote equality and diversity initiatives within the department and provide advice, guidance and support on equality/diversity initiatives to Senior Managers as appropriate. 

13. Oversee the development of personal development plans and skills for departmental HR Staff and to take a lead role in achieving and maintaining quality standards or other similar initiatives.

14. Support the Business Manager in the production, analysis and collation of HR performance data and reports in accordance with council policies, procedures and timetables for departmental senior management, DMT and Corporate Human Resources and committee within the postholders sphere of responsibilities. 

15. Responsible for maintaining the departments HR records on the council’s relevant ICT HR systems for the management of personnel records, time and attendance, payroll, employee relations case management and other HR functions and ensure that the information is accurate and up to date.

16. Ensure that appropriate records management retention and disposal processes are in place.

17. Support the Business Manager as required in the Council’s Industrial Relations framework, including attending consultative meetings with trade unions and staff representatives, and in particular to consult in relation to changes in council/ departmental policy and procedures or on the implementation of change.  This may involve undertaking information, consultation or negotiation exercises with staff and trade union representatives.

18. Take a lead role as directed by the Business Manager in any employee relations and change management matters within the department.

19. Contribute to the formulation of relevant corporate or departmental policies, procedures, protocols and initiatives and strategic development through participating in working groups, user groups, management and consultative meetings within the department as required.

20. Represent the Business Manager and act as the departmental representative on corporate groups, on matters within the postholders sphere of responsibility, as and when required.

21. Keep under active review and advise the Business Manager, Senior management or DMT of the impact of new legislation and government circulars and corporate initiatives, best practice and prepare for compliance with the same.

22. Take a lead role in the capacity building of managers to deal with HR issues such as discipline, grievance, absence management, employee resourcing and payroll etc.

23. Responsible to the Business Manager for workforce management and planning issues as appropriate for the department.

24. Maintain and analyse statistical and performance information, undertaking research and to produce appropriate reports and recommendations for elected members, chief officers, senior managers and external statutory bodies as required.

25. Contribute to the development, monitoring and review of the departmental business plan including proposed annual objectives, work programmes and performance indicators in liaison with the Business Manager.

26. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a staff training and development programme. 

27. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedures.

28. Be responsible for responding to and monitoring appropriate requests under FOI and Data Protection legislation and to ensure compliance with such legislation.

29. Participate as directed in the council’s recruitment and selection procedures.

30. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation.

31. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

32. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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	Date:
	11 May 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	HESDSPO001

	Section:

	Support Services - Human Resources

	Job title:

	Human Resources Manager

	Grade:

	Grade 10 


_____________________________________________________________________

Essential criteria

Qualifications

Applicants must, as at the closing date for receipt of applications:
· have a third level qualification in a relevant subject such as human resource management, business studies or equivalent qualification; and
· be a current Associate Member of the Chartered Institute of Personnel and Development (CIPD).

Experience

Applicants must, as at the closing date for receipt of applications, be able to demonstrate on the application form, by providing personal and specific examples, (a) at least two years’ relevant experience of effectively managing human resources issues at middle management level in a large[footnoteRef:1], multi-disciplined unionised organisation. [1:  City and Neighbourhood Services Department consists of approximately 1400 employees. A large unionised organisation will be defined as one containing 100 or more employees with a unionised workforce.] 

This must include at least two years’ relevant experience in each of the following areas:
b) taking a lead role in providing advice and support to senior and other managers on a range of human resources and employee relations issues, including recruitment and selection, disciplinary, grievance and attendance management, within a unionised environment; 
c) working effectively with trade unions on a range of complex human resources matters; and
d) managing and motivating a team of employees, i.e., direct reports, in accordance with the principles of personal development and performance management.

Desirable criteria

In addition to the above qualifications, membership and experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of applications:
· in the first instance, possess a CIPD Level 7 Advanced Diploma in Strategic People Management or equivalent qualification; and
· in the second instance, are a current professional member of the Chartered Institute of Personnel and Development (CIPD) at Chartered Member (MCIPD) or Chartered Fellow (FCIPD) level.

Special skills and attributes

Applicants must be able to demonstrate that they possess the following skills and attributes which may be tested at interview.

Communication and influencing skills: the ability to write reports, memos and letters on highly complex or sensitive issues to both internal and external recipients and the ability to influence others including Elected Members, Trade Unions, senior managers and staff, negotiate on varying levels, present reasoned arguments and make formal presentations within a complex environment.

Technical knowledge: an up to date understanding of human resources issues, legislation and best practice including how information technology and new technologies can increase business efficiency.

Staff management and development skills: the ability to build a team and encourage team working to deliver successful results. The ability to manage a significant number of employees through developing and encouraging responsibility to ensure delivery of agreed goals.

Analytical and decision-making skills: the ability to analyse complex situations and take appropriate decisive action with an understanding of the possible wider corporate implications of such action.

Performance management skills: an understanding of how to deliver a value for money service via performance management systems and procedures including performance indicators, benchmarking and quality assurance methodologies.

Budget and resource management skills: a full knowledge of departmental budget preparation and the management and control of financial and other departmental resources.

Work planning skills: the ability to forward plan and to effectively prioritise the work of a large section taking into account short and medium term goals, service demands and the availability of resources.

Political and corporate sensitivity skills: the ability to maintain sound relationships with Elected Members, the media, the public and other bodies on a wide range of issues including those which are highly sensitive or confidential.
		 Human Resources Manager	
12/05/26
