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JOB DESCRIPTION

	Job Title    
	HR Services Manager

	Reports to
	Head of HR Services

	Job Purpose
	
The HR Services Manager plays a central role in ensuring that potential new team members experience a seamless, positive onboarding journey, giving the best possible start to their career with Achieve together. 

The role is accountable for leading a team that will deliver all pre-employment and on-boarding checks across all areas within the organisation, ensuring that these are completed at pace and with accuracy, protecting Achieve together from any compliance risks. 

The HR Services Manager will also be responsible for providing support to the wider team, ensuring that all administrative aspects of the team member employee life cycle are completed according to organisation demand. 


	Key Deliverables
	· Leadership and performance management of a team of HR Services Administrators, ensuring fair work distribution and output. 
· Oversight and accountability for the effective delivery of all on-boarding operations. 
· Ensuring team compliance with all relevant legislation (including CQC, CIW, Skills for Care).
· Working collaboratively across all key stakeholder groups and cross-functionally as required.
· Driving process improvement, utilising latest technology to drive organisational efficiency.

	Key Accountabilities
	
· Leading, motivating and developing a team of HR Administrators to deliver a consistent, high quality and efficient candidate focused service. 
· Setting clear performance expectations and monitoring against organisation KPI’s and SLA’s. 
· Fostering a team culture of accuracy, accountability and continuous improvement through regular reviews and audits. 
· Overseeing the end-to-end onboarding process for all new team members, including support workers, community hub and wider operational roles. 
· Ensuring all mandatory pre-employment checks are completed, including DBS, references, training certificates and health declarations. 
· Coordinating start dates and ensuring all new starter information, such as pay roll information is completed ahead of joining. 
· Accountability for ensuring the accuracy of onboarding documentation collected by each team member, providing additional training where required. 
· Ensuring all onboarding processes align to current regulatory requirements (for example CQC, CIW, Safer Recruitment Guidelines).
· Collaborating with the wider recruitment, HR, learning and development and operational teams, fostering an inspection ready culture. 
· Partnering with organisation hiring managers to provide advice on potential on-boarding challenges and agree resolution.
· Maintaining strong awareness of market trends, technological advancements and overall policy, to drive continuous improvement and efficiencies within the HR Services team. 
· Proactively identify opportunities to enhance the onboarding journey, reducing time to hire and improving candidate engagement. 
· Collating, providing and presenting management information and reports to relevant stakeholders. 
· Working cross-functionally with the wider HR Services team to upskill team members to allow cover during periods of high volume. 
· Providing an escalation point for challenging on-boarding issues and challenges. 




PERSON SPECIFICATION

	Knowledge and Experience




	· Experience of managing on-boarding, HR administration and recruitment processes, ideally within the care or associated sector. 
· Strong understanding of Safer recruitment practices and working within a regulated environment. 
· Excellent organisation skills, with the ability to manage multiple priorities. 
· Confident and calm communication skills. 
· Proven ability to lead, develop and motivate a team. 
· High attention to detail and commitment to accuracy. 
· Previous experience working with CQC, CIW regulated services is preferred. 
· Familiarity working with TribePad and/or iTrent is desirable but not essential for the role. 
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





