CPC449 - HR Team Lead
Location
Reporting to
Working hours
Contract type/duration
Equal Opportunities
Date written

London or Milton Keynes
Head of HR
Full time
Permanent
CPC is committed to ensuring it recognises
equal opportunities
June 2021

Purpose of the role
Working with the Head of HR, this exciting role leads a small team of HR professionals and
requires someone who is pragmatic, resilient, and willing to roll up their sleeves to get things
done. This position would suit someone who is passionate about delivering excellent HR
services and building on new ways of working for the team, people managers and colleagues.
The ideal candidate will be able to
• Apply their strong HR operational and best practice focus, with an ability to bring
people along with them
• Focus on delivery of HR excellence through balancing everyday actions and identified
initiatives
• Quickly build credible partnering relationships with people managers and colleagues

Key Responsibilities
•
•
•
•
•
•

•
•

Manage the HR operational team on a day-to-day basis to deliver an efficient and
people focused service across our colleague journey, ensuring clarity of HR team roles
and responsibilties.
Work closely with the Senior Resourcing Partner to ensure new joiners are contracted
and onboarded in an engaging way from offer stage to first 90-days.
Embed the HR system (Cezanne) as a business wide tool, ensuring it is an accurate
one source of truth that adds value for all users. Within HR ensure the system is used
to drive simplified and centralised ways of working
Ensure ongoing improvement in how HR procedures and policies are designed and
adopted, reflecting organisational needs, legislative changes and best practice
Drive a proactive partnering approach that supports our people managers in managing
a positive and effective team based culture
Lead the HR team in delivering cyclical activities such as annual salary
review/benchmarking and performance management (objectives) as well as other
initiatives against the People Strategy and HR Excellence plan. Ensure they are
completed in a timely way and with demonstrable outcomes
Adapt HR practices with any new ways of working post pandemic; supporting the team,
colleagues and managers to operate effectively in a hybrid operational environment
Oversee approaches to colleague engagement and wellbeing through planned
activities and actionable feedback channels (e.g. pulse surveys, events)
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•
•
•
•
•
•

Ensure monthly and quarterly metrics are compiled into relevant reporting
packs for senior stakeholders (Executives and Board). This includes interpreting
people data, predicting trends and making suggestions on the ‘so what’ question
Using experience and best practice, support the Head of HR in managing complex
employee relations issues.
Ensure that GDPR remains a focus of the team, embedding best practice with
maintaining HR records, sharing data and use of available tools (SharePoint, HR
system etc.)
Working with other internal leads, such as IT and Compliance, review and ensure
ongoing delivery of mandatory colleague training modules.
This role may require some travel and may also require the management of team
members across multiple locations
You may be required to undertake any other reasonable duties to support the Catapult
in achieving its strategic outcomes and ensure effective business operations

Required skills and experience
•
•
•
•
•
•
•
•
•
•

Similar level of responsibility held in a fast-paced environment that thrives on change
Demonstrate an understanding of how to apply HR practices in an
organisation/function of <500 employees
Focus on accuracy and quality of outputs.
Demonstrates commercial acumen in partnering with the business
Solid employment law knowledge and proven experience of applying updated
legislation to a variety of situations
Proven experience of managing small HR teams to high-performance, driving team
engagement, growing competencies and skills
Ability to work with limited supervision under pressure and to tight deadlines
Excellence at managing relations with colleagues and stakeholders at all levels, being
persuasive and approachable
Experience of HR project delivery
Experience of working with data and presenting this in an easy to read format

Desirable skills
Experience of working with Cezanne
Use of Power BI

To apply for this role please email us on jobs@cp.catapult.org.uk with your CV and
covering letter attached quoting the ref: CPC449
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