

ROLE DESCRIPTION AND OUTLINE PERSON SPECIFICATION 


	Role Title:     
	Executive Director - People & Culture 

	Reports to:  
	Principal / Chief Executive Officer

	Salary range: 
	circa £80K



Main Purpose of Role:- 

To be fully accountable to the Principal / Chief Executive Officer for the development of the College’s culture by ensuring that our values are embedded in our attitudes and behaviours, creating an inspiring place to work and guiding us in the achievement of our overall mission. 

To provide inspirational, collaborative and authentic leadership, within a ‘distributed’ ethos, coaching line managers in all aspects of people management. Provide expert leadership and guidance to the People & Culture department and all our cross-college leaders and managers. 

To develop and execute our people strategy which will be aligned to the College Business Plan, and manage the strategy and processes relating to building and optimising of people centred activities and creating an environment where people thrive. 

To lead a multi-functional team across the functions of;  

· People & Culture
· Payroll 
· Learning & Development
· Health & Safety (desirable)
  
Responsible for:- 

All aspects of people experience and engagement in the college, including workforce planning. 

Other specific sub-areas of responsibility will be agreed from time to time, documented and reviewed annually. 

Accountabilities/Measures of Success: 

Ensure, as a member of the College’s Senior Team, close liaison and co-operation with other team members to deliver the College’s key strategic plan and key objectives. 

Ensure the development of people and organisational development strategies and change programmes to support the achievement of business objectives and organisational performance. 

Ensure the College maintains effective governance, oversight and compliance across all statutory responsibilities relating to people, employment, and Health & Safety. Establish and monitor proportionate systems of control, assurance and risk management that enable the College to meet its legal obligations while supporting an agile, high-performing organisation. Provide clear reporting and assurance to the Senior Team and Corporation on compliance, performance, emerging risks and areas requiring improvement, ensuring the appropriate balance between innovation, operational flexibility and robust governance.








Accountable for the College’s continual development and maintenance of an effective employee centric recruitment and resourcing function, ensuring that all safeguarding requirements are fully met, and participating in all aspects of senior management recruitment exercises as required. 

Ensure effective relationships with trades union representatives, including reviewing consultative arrangements, and the coaching of all college leaders in managing organisational change and dealing effectively with associated employee relations matters. 

Contribute to the development of the people management skills, competence and confidence 
of all line leaders through coaching, training and advisory support.  

Ensure our leaders are adaptive and equipped to manage change, on time and the benefits realised, and support the college transformation programmes as a specialist, reinforcing the leaders’ role as custodians of our culture. 

Contribute to the production of the annual Self-Assessment Report, Strategic Plan and associated Action Plans. 

Provide clear leadership and strategic direction for the functional areas of responsibility, and develop their quality, effectiveness and efficiency by exploiting technology and progressive ways of working, ensuring that they are aligned with, and fully enable, high quality operational service delivery, evidenced through the progress monitoring of the annual improvement action plans 

Build a cohesive and inclusive organisational culture with a strong people focus and ability to demonstrate outcomes and impact. Develop and support agile working and flexible working strategies across the college. 

Understand and apply the principles of organisational psychology in the creation of an effective work environment where people can contribute and grow. 

Oversee the production, revision and consistency of all the College’s People policies and procedures ensuring that all policies are up to date to satisfy external and internal audits, statutory requirements and employment law, and which are reflective of best practice. Ensure they are consistently applied and supported by the provision of advice, guidance and training 
to staff. 

Contribute to the preparation and monitoring of the College staffing budget to enable the senior team to maintain an accurate staffing budget and meet the targets of the annual college financial budget. 

Ensure that the College and its services have an excellent profile amongst all stakeholders and potential customers, through innovative and effective marketing, and that all People related internal and external communication methods reflect the College’s vision, mission and values. 

Ensure the provision of an effective management and skills training programmes which meet identified organisational and personal development aims and objectives. 

Accountable for progress reporting and presenting on the College’s Key HR performance metrics, as detailed in the People strategy, for inclusion in Senior Team and Corporation papers. 

Undertake appropriate roles in accordance with the staff disciplinary and grievance procedures, including the role of investigating officer or chair, as required. 

Chair cross College committees to support the strategic and operational requirements of the post. 






Assist in the identification of all risks which could damage the reputation and financial viability of the College/Section and contribute to the identification of appropriate risk control measures and the implementation of these measures. 

Develop and implement a pay strategy which successfully incorporates a robust grading scheme across College and supports the acquisition and retention of quality staff across all areas of operation. 

Deputise for the Chief Executive Officer on people related matters in their absence and at other times as appropriate. 

Special Features: 

To actively work with Governors as as a participant in Board and Committee meetings and events. 

To attend evening governance committees and College evening events. 

Effectively undertake such other duties as the Governing Body and Principal / Chief Executive Officer may, from time to time, determine in consultation with the post holder. These will be at a level up to and consistent with the “ Key Responsibilities” and “Accountabilities/Measures” of the job, in any location Kirklees College determines as a place to work. 

Miscellaneous: 

To contribute to the safeguarding and promotion of the welfare of children, young people and vulnerable adults who are students of the College. 

You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition, you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes. 

You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct. 

You have a responsibility to promote high levels of customer care within your own areas of work. 

You are required to participate with the performance assessment process, engaging in the setting of objectives in order to assist in agreeing relevant metrics, the monitoring of performance and the achievement of personal development. 

Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld. 

Review: 

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the role required to be performed, or to incorporate proposed changes.  

Signed: …………………………………………… Date…………………. 
POSTHOLDER       

Signed: ……………………………………………. Date…………………
PRINCIPAL & CEO





PERSON SPECIFICATION

	Job Title:
	Executive Director People & Culture

	
	People & Culture

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.
[image: ]  All disabled candidates who meet the minimum essential criteria will be included on the shortlist.

	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/ Desirable

	
	
	1.1
	Ability to lead, manage and motivate staff to achieve the highest level of quality and performance
	A/I
	Essential

	
	
	1.2
	Ability to contribute to strategic planning and lead and manage significant change
	A/I
	Essential

	
	
	1.3
	Ability to plan and implement effective operational management
	A/I
	Essential

	
1
	
Skills & Abilities
	1.4





1.5
	Demonstration of excellent understanding and knowledge of current employment legislation, together with extensive recruitment and employee relations experience
Competent in the use of AI-enabled tools and digital technologies to enhance productivity, analyse information, automate routine tasks and improve the delivery of people services, alongside proficiency in Microsoft 365 and HR systems.
	A/I





A/P
	Essential





Essential

	
	
	
	
	
	

	
	
	1.6
	High level of skill when accessing and analysing data from a computerised management information system
	I/T
	Essential

	
	
	1.7
	Demonstration of ability to communicate effectively, both verbally and in writing with staff, trades unions representatives and stakeholders and lead negotiation and consultations with trades unions representatives
	I/P
	Essential

	
	
	
1.8
	Ability to determine priorities and make decisions, supported by excellent organisational skills.
	
I
	
Essential



	
	
	1.9



1.10
	
The ability to inspire people to think and act innovatively and to challenge established ways of doing things.
Ability to work independently and as part of a team in order to deliver individual and team objectives.
	I



I
	Essential



Essential

	
	
	2.1
	Ability and commitment to develop a strong understanding of the policy context and the challenges presently facing the educational sector.
	A/I
	Essential

	
2
	General & Special Knowledge
	2.2
	Ability to develop a thorough understanding of regulatory and inspection frameworks, including the requirements for safeguarding.
	
A/I
	
Essential

	
	
	2.3
	Ability to develop detailed knowledge of Keeping Children Safe in Education Act and the application to daily practice within a
College environment.
	
A/I
	
Essential

	
	
	
	
	
	

	
	
	3.1
	A relevant first degree or practical experience that demonstrates relevant levels of knowledge and skill.
	A/C
	Essential

	3
	Education & Training
	3.2
	CIPD Level 7 qualification.
	A/C
	Essential

	
	
	3.3
	CIPD Chartered Membership.
	A/C
	Essential

	
	
	4.1
	Experience of motivating, developing and managing the performance of effective, multi-disciplinary teams.
	A/I
	Essential

	
4
	
Relevant Experience
	4.2

4.3
	Experience of contributing to strategic planning and development of organisation wide innovation, evidenced by tangible outcomes
Successful track record of senior level strategic leadership and people management in a large, complex organisation
	A/I

A/I


A/I
	Essential

Essential


Essential 

	
	
	
4.4
	Demonstrable experience of successful financial management, including involvement in business planning and budget management.
	
A/I
	
Desirable



	
	
	4.5


4.6



4.7
	Successful experience of working with managers at different organisational levels on people management strategies and activities.
Experience of leading the development of People strategy and policy development, including analytical and policy/report writing.
Successful track record of supporting transformational change and delivering results.
	
A/I

A/I




A/I
	
Essential

Essential




Essential

	
	
	5.1
	A commitment to an institutional culture which places people at the centre of everything we do.
	A/I/P
	Essential

	
5
	
Attitudes and Beliefs
	5.2



5.3


5.4
	The continuous pursuit of high standards and excellence in all services provided by the institution.
A commitment to ensuring that all members of the institution are valued, motivated and encouraged.
The promotion of high professional, moral
	A/I/P

A/I/P

A/I/P
	Essential

Essential

Essential

	
	
	
	and personal standards in all aspects of the institution.
	A/I/P
	Essential

	
	
	5.5
	A demonstrable commitment to equality, diversity and inclusion.
	A/I/P
	Essential

	
	
	5.6
	The belief in upholding a strong organisational brand and reputation.
	A/I/P
	Essential

	
6
	Special Requirements
	6.1
	Ability to work flexible hours including evenings as required.
	I
	Essential

	
Key:
	
How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation
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