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Application process

Head of Workplace
Applications should be in the form of completed application form and a full CV.

Please e-mail your completed/signed application and CV to: melanie.doherty@bitcni.org.uk 
Alternatively post to: 

Melanie Doherty
Business in the Community

Bridge House
Paulett Avenue

Belfast

BT5 4HD
Closing Date: 
Friday 27 October 2017 @ 4:30 pm
Interview Date: 
Likely to be w/c 9 November 2017
Thank you.
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Job description

Job title: 

Head of Workplace 

Reporting to: 
Deputy MD for Business Engagement 

Job purpose: 
To lead on the strategic development, management and implementation of Business in the Community’s Workplace work stream in Northern Ireland. 
About the role:
The Head of Workplace will be responsible for positioning Business in the Community as a leading organisation in the development of the workforce of the future. This will include setting the strategic direction for our broad Workplace agenda, identifying and developing new opportunities, as well as coordinating our existing programmes. You will be responsible for securing buy-in from business, developing relevant delivery partnerships and motivating your team to fully meet the deliverables for the role. To meet these deliverables will additionally require securing of resources to enable the campaign and associated programmes to develop.
Contract: 

Permanent 

Salary: 

£32k – £36k
Main responsibilities

1. To lead on the development and implementation of Business in the Community NI’s strategy for Workplace and to develop appropriate objectives, targets and goals to maximise business engagement in this work stream.

2. To lead, inspire and manage the Workplace team to deliver on the strategic goals.

3. To manage the Workplace budget, identifying and securing the funds and resources needed to ensure the successful delivery of the strategy.

4. To research, develop and introduce new campaigns and programmes on issues relevant to the Workplace agenda that can inspire and support businesses to be responsible employers.

5. To establish partnerships and strategic alliances and strengthen existing relationships with key stakeholders, like-minded organisations and government agencies and to identify opportunities to work together. 

6. To manage relationships with existing member companies and recruit new members to participate in the Workplace work stream and wider Business in the Community activities.

7. To establish and maintain appropriate networks to ensure familiarity with key issues, policies, legislation, initiatives and funding arrangements relevant to your work stream.

8. To review, monitor and evaluate all programmes and initiatives with a key focus on risk management and minimisation. 

9. To assume responsibility as a key Relationship Manager for Business in the Community, recruiting and engaging companies into membership.

10. To contribute actively and positively as a member of the senior management team.

Key requirements
1. Provide Quality Services


To lead on the management and strategic development of Business in the Community’s Workplace initiatives.
2. Plan Effectively


To develop and deliver an annual operating plan for the Workplace campaign, ensuring that key strategic linkages with Business in the Community NI’s plan are in place.
3. Use Resources Efficiently


To effectively utilise existing resources and lead in securing new resources to meet team objectives.

4. Promote Effective People Management


To positively prepare for, and contribute to, your supervision and appraisal and those of the people you line manage (if applicable).

5. Develop Self and Others


To assume responsibility, in conjunction with your line manager, for identifying your own training and development needs.

6. Promote Team Work


To contribute to effective team working as part of the Workplace Team and Senior Management Team as well as the wider Business in the Community team.

7. Communicate Effectively


To liaise effectively with other teams and external bodies in conjunction with your line Manager. To represent Business in the Community as a spokesperson on your area of expertise when appropriate.

8. Promote Health, Safety and Security/Safeguarding of Self and Others


To contribute to the promotion of health, safety and security within your workplace. To consider and manage the safeguarding of any young people or vulnerable adults that you or your team come into contact with through your work.

9. Promote Diversity and Equality of Opportunity


To actively promote equality of opportunity, anti-discriminatory practise, diversity, individual rights and choice in all respects of your work.

This job description reflects the current requirements of the post. As duties and responsibilities change and develop due to changes in organisational and other circumstances, so the actual duties and responsibilities will vary from the particulars of this job description. 

You may be required to attend occasional evening and early morning events and some travel may also be involved.

Personnel Specification

Essential

1. Third level qualification or equivalent*

2. At least three years’ relevant experience at senior management level.

3. The ability to relate to and communicate effectively with senior business leaders and senior officials in government.

4. Significant practical experience of leading HR interventions and strategies. 

5. Evidence of leading change in an organisation or a campaign.

6. Experience of building relationships with a range of key stakeholders.

7. Experience of people management and managing diverse teams.

8. Significant experience of identifying and securing funds from a range of stakeholders.

9. Significant experience of concurrently managing a number of different projects or initiatives.

10. Evidence of innovation and creativity.

11. A strong working knowledge of the following issues as they relate to organisational development: equal opportunities, diversity and inclusion and health and wellbeing.

12. An in-depth knowledge and understanding of corporate responsibility.
13. A full driving licence and car available for business use OR access to a form of transportation for business use which will enable you to meet the requirements of the post in full.

Desirable
1. Proven ability to advise organisations on issues of Corporate Responsibility.

2. Third level qualification with an emphasis on HR.

3. CIPD membership.

Personal attributes

1. Superb leadership skills, an ambitious approach and the ability to communicate effectively with senior level colleagues.

2. Experience of working across the voluntary/community, public and private sectors.
3. Excellent interpersonal and negotiation skills are required to enable the post-holder to work effectively across a number of teams and with external stakeholders.
4. Strong creative skills and the ability to articulate a vision and engage others in supporting that vision to achieve your aims.
5. Drive, enthusiasm and initiative, along with a strong belief in and adherence to the values of Business in the Community. 
6. The ability to lead a busy team and to inspire them to work together to achieve Business in the Community’s mission in the most creative and engaging way possible.
*
Applications will also be welcomed from candidates with exceptional, relevant experience who do not possess formal qualifications.
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Benefits of working at Business in the Community
	What are my hours?
	The standard working day is 9:00 – 5:00 pm with an hour for lunch each day. Flexible arrangements are possible.

	How much holiday do I get?
	Annual leave starts at 25 days per year (plus statutory days) and after 5 years it increases by 1 day per year until you have 30 days per year.  (Annual leave/statutory days will be work out pro-rata for part-time staff).

	Will you help me develop?
	We provide ongoing learning and development for everyone at Business in the Community.

	Are there financial benefits?
	We offer membership to the HMRC cycle hire scheme across the UK.

	Can I get childcare vouchers?
	Yes, Business in the Community participates in the HMRC recognised childcare vouchers salary scheme. Our current provider is Edenred.

	Will I be able to save for a pension?
	Yes, we operate a group personal pension scheme. Business in the Community will contribute up to 6% of salary and the individual contributes a minimum of 2.5%. We operate this as a salary exchange and BITC also contributes the resulting NI saving into your pension.

	What if something happens to me?
	Payment of four times the annual salary will be paid to the estate of any individual in the event of death while they are employed at Business in the Community.

	Car parking
	We offer free car parking at both our Belfast and North West offices.

	On completion of a satisfactory probationary period we offer staff:

	Westfield Health
	We offer membership of Westfield Health with Business in the Community paying Level 1 membership for all employees with the option for staff to upgrade their level.

	Perks
	Perks is an online employee benefits platform that works with great retailers to provide market-leading offers and discounts to UK employees.

	Tablets and Mobile Phones
	As part of our ongoing commitment to improving efficiencies across the organisation, we offer the use of tablets for staff who meet a specified criteria through a split purchase agreement. Team members then enjoy the benefits of a tablet for both business and personal use. We will also offer business phones to team members who meet set criteria.
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	Application 
	Head of Workplace
	Applicant ref:
	  


	Where did you hear about this position?
	NIJobs
	BITC website
	Community NI   
	Social Media 
	Other      

	Closing date/time
	Friday 27 October 2017 at 4.30 pm 

	Return application to:
	Melaie Doherty (melanie.doherty@bitcni.org.uk) 


Please print clearly in black ink or complete in font size 11 and do not change the format of the application form.  A copy of your CV should be included with this application.  Incomplete applications will not be accepted.  

	Personal details


	Title (Mr, Mrs, Ms, Miss, Dr etc)
	

	Surname
	

	Forename
	

	Home telephone number
	

	Mobile telephone number
	

	E-mail
	

	Full postal address
	

	
	

	
	

	National Insurance number
	

	Do you require a work permit to work in the UK?
	NoYes 

	Do you have a full current driving licence?

Car/access to a form of transport available for business use
	No
Yes 
NoYes 

	Date available to start work?
	

	Current salary
	£ 

	Please inform us about any special arrangements or adjustments that you may need us to put in place for you in the event you are invited to attend for interview.  If you would prefer to discuss this with us, please telephone Melanie Doherty on 028 9046 0606 as soon as possible.

	


	References


Please name two referees (not relatives) and at least one of who should have knowledge of your present work and be in a supervisory/managerial capacity.  (Please note that one of these references needs to be from your current/previous employer).

	Referee 1
	

	Name
	

	Job title
	

	Organisation
	

	Address
	

	Town
	

	Postcode
	

	Contact number
	

	E-mail address
	

	Can we contact this referee immediately without prior arrangement with you?
	NoYes 


	Referee 2
	

	Name
	

	Job title
	

	Organisation
	

	Address
	

	Town
	

	Postcode
	

	Contact number
	

	E-mail address
	

	Can we contact this referee immediately without prior arrangement with you?
	NoYes 


As part of the application process you are required to provide specific examples of how you meet the essential criteria.  The information you provide will be used for shortlisting.  Failure to provide sufficient information/detail may mean that your application will not be shortlisted. 

	Please complete the following questions, indicating how you meet the criteria, providing relevant examples and how you would apply this to the role.


	1.
	Briefly outline your experience to date and how you feel it relates to this role as outlined in our job description.  Include your experience of dealing with senior business leaders and government officials


	 


	2.
	Outline your experience in leading HR interventions and strategies and also your experience in equal opportunities, diversity and inclusion and health and wellbeing


	


	3.
	Outline a time when you have had to lead change in an organisation and tell us about your experience in project management


	


	4.
	Outline your experience of identifying, securing and managing funding and finances


	


	5.
	Outline your experience and approach to managing people and teams


	


	6.
	Outline your experience and knowledge of corporate responsibility


	


	Declaration


I hereby declare that the statements contained in this application are, to the best of my knowledge true and correct.  I agree that any misrepresentation by me will lead to the withdrawal of any offer of employment.

Signed: _____________________________
Date ___________________________
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	Confidential: Employee Monitoring Questionnaire


	Position:
	Head of Workplace
	Ref:
	


	Community background


	We are an Equal Opportunities employer. It is our policy not to discriminate on any grounds including religious belief, political opinion, race, colour, nationality, sex, sexual orientation, marital status, disability and age. We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our employees, as required by the Fair Employment Act 1989.

Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Catholic or Protestant. We are therefore asking you to indicate your community background by ticking in the appropriate box below:

	I am a member of the Protestant community
	 

	I am a member of the Roman Catholic community

	

	I am a member of neither the Protestant or Roman Catholic community
	

	If you do not answer the above question, we are encouraged to use the residuary method of making a determination, which means that we can make a determination as to your community background on the basis of the personal information supplied by you in your application form/CV.


	Gender


	Please indicate whether you are:

	Female 
Male 


Note: If you answer these questions about community background and sex you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.
Business in the Community


Bridge House


Paulett Avenue


Belfast


BT5 4HD


Tel: 028 9046 0606









