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OUTLINE  JOB  DESCRIPTION

	
Post:

Date:
	
HR Manager

June 2026
	
Analyst:

Department:
	
Gary Purdy

McCue 

	
1.
	
JOB  DETAILS

	
a.
	
Responsible to:
	
Managing Director

	
b.
	
Responsible for:
	
Leading and managing all human resources functions across the organisation, ensuring compliance with employment legislation, supporting business objectives, and promoting a positive and high-performing workplace culture.

	
c.
	
Working hours:
	36.5 hours
Monday-Thursday:  9.00am-5.00pm   Friday:  9.00am-4.00pm

	
d.
	
Wage level:
	Competitive salary and benefits package commensurate with qualifications and experience.

	
e.
	
Essential Qualifications:
· Degree or professional qualification in Human Resources, Business Management, or a related discipline.
· Graduate Membership of the Chartered Institute of Personnel and Development (CIPD) or equivalent professional qualification.


	
f.
	
Essential Experience:
Minimum 3-5 years generalist experience at a similar level.
Experience working within a fast moving and busy office environment.
Experience of reviewing staff developmental needs and co-ordinating training requirements.
Microsoft literate.
The successful candidate will have excellent communication and organisational skills, be a team player and have the ability to work under pressure.


	
2.
	
JOB  SUMMARY

	
	The HR Manager is responsible for providing professional HR advice and support to management and employees across the organisation. The role leads the development and implementation of HR strategies, policies and procedures that support business objectives and ensure compliance with employment legislation and best practice.

The HR Manager is responsible for recruitment, employee development, training, performance management, HR administration and employee relations, while promoting a positive workplace culture and supporting organisational growth.



	3.
	KEY  TASKS

	
	
Strategic HR

	
3.1
	
Develop and implement human resource plans and initiatives aligned with the organisation’s strategic objectives

	
3.2
	
Provide advice and guidance to management on employee relations, workforce planning, performance management and employment matters

	
3.3
	
Develop, review and maintain HR policies, procedures and standards to ensure legal compliance and best practice

	
	
Recruitment and Onboarding

	
3.4
	
Prepare, review and maintain job descriptions and person specifications	

	
3.5
	
Coordinate recruitment activities, including advertising vacancies, shortlisting, interviewing and selecting candidates

	
3.6
	
Ensure vacancies are advertised and filled within agreed timescales

	
3.7
	
Manage and deliver induction programmes for all new employees

	
	
Learning and Development

	3.8

	Act as Training Coordinator for the company

	3.9

	Identify training needs and develop an annual skills development and training plan for all employees, updating requirements as business needs arise

	3.10

	Coordinate and arrange internal and external training programmes

	3.11

	Collate training information and prepare CITB grant applications and supporting documentation

	
	
HR Administration

	3.12
	Maintain accurate and up to date employee records and HR systems

	3.13
	Monitor and report on HR and training activities as required, including the completion and submission of monitoring returns to the Equality Commission for Northern Ireland in line with statutory requirements.

	
	
Team Management and Continuous Improvement

	3.14
	Lead and support the company’s Investors in People programme, working towards the achievement and maintenance of accreditation standards

	3.15
	Support and participate in all company initiatives relating to ISO 9001, ISO 14001, ISO 45001, FSC and Investors in People requirements, ensuring compliance with relevant procedures and standards

	
	

Please note the duties outlined in this job description are not exhaustive. The post holder may be required to undertake any other reasonable duties commensurate with the role, as requested by the Managing Director or line management, in order to meet the needs of the business.


Post Holders signature _____________________________  Date  __________________

Line Managers              _____________________________   Date __________________
signature
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