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Human Resources Director 
 
Hours of work: 21 hours per week 
Type of contract: Permanent 
Based at: Trust Head Office in Littlemore with travel to other sites as required. 
Salary Band: E 
 
BACKGROUND 
 
The Berkshire, Buckinghamshire and Oxfordshire Wildlife Trust (also known as BBOWT) was formed in 
1959 and has a vision of an environment rich in wildlife for everyone, valued by all. We aim to lead the 
way to nature’s recovery through innovative land management, and connect people with nature to 
improve their wellbeing. We work in partnership and through collaborative projects with local 
communities, businesses, land owners and local authorities. In the three counties BBOWT owns or 
manages 90 nature reserves covering 2,500 hectares. We have more than 50,000 members, employ 
over 100 professional staff, and have active support from more than 1,350 volunteers. Each year around 
12,000 schoolchildren visit our education centres. BBOWT has an annual turnover of over £6 million and 
receives income from membership subscriptions, grants and donations.  BBOWT is one of 46 Wildlife 
Trusts working across the UK, each is a corporate member of the Royal Society of Wildlife Trusts. 
 
Our mission – To create a Living Landscape across our towns, cities and countryside and inspire our 
communities to act for nature. 
 
Our aim – To lead the way for nature’s recovery and connect people with nature, so that: 
 

• Our soil and water resources are managed to create functioning ecosystems and wildlife-
rich places. 

• Local communities, decision-makers, landowners and business work with and for nature. 
• People recognise their dependence upon nature and its value to their mental and 

physical wellbeing. 
 

JOB PURPOSE    
 
To provide strategic human resources management to all activities within the Trust working closely with 
the Chief Executive and Director Team members plus managers and all employees; to provide 
comprehensive HR services including employment law, employee relations advice, change management 
and learning culture. 
 
You will need impressive interpersonal skills, with the ability to communicate with staff at all levels and 
Trustees. You will support the Chief Executive on all people related matters. 
 
You will take a lead role in demonstrating and embedding our organisational values and behaviours: 
 

 Integrity – Doing the right thing. 

 Respecting Others – Listening well, being open and honest. 

 Personal Responsibility – Flexibility. 

 Team Work – Integrated approach. 

 Learning Culture – Continuously improving. 
 
‘For big or small decisions, we are effective and decisive.’ 
 



 

  

REPORTING LINE 
 
The post holder reports to the Chief Executive. 
 
STAFF MANAGEMENT 
 
Line management responsibility for two Human Resources Managers who in turn manage a Human 
Resources Administrator. 
 
KEY RESPONSIBILITIES 
 
Strategy 

 Contribute to the overall strategic direction of BBOWT and the wider movement. 

 Contribute to BBOWT business planning. 

 Lead on a programme of change management and continual learning through coaching, mentoring 
and training opportunities. 

 Develop, gain approval for and implement a new HR strategy for the Trust including the recruitment, 
selection and retention of high quality staff; working towards the Trust being recognised as an 
Employer of Choice.  

 Make recommendations for, implement and lead on a new staff recognition strategy. 

 Ensure the development and periodic review of the full suite of HR policies and procedures such 
that they meet legal and organisational requirements, introducing and monitoring best practice and 
ensuring consistency in application. 

 Consolidate our employment offer and develop a new Employee Brand for all internal 
communications. 

 Attend Trustee Board meetings to report on your areas of responsibility, seeking approval where 
necessary.  

 Provide relevant management information reports to the Leadership Team and Trustees in relation 
to HR issues. 

 
Management 

 Provide line management supervision and support to direct reports, ensuring their continued 
performance, motivation and development.  

 Be responsible for high level planning, goal setting, work priorities, and managing the performance 
of direct reports against plans and objectives. 

 Lead a high performing HR team ensuring that: 
• All HR documentation, contracts, offers of employment etc. are consistent and in line 

with company policy. 
• There is a high standard of comprehensive employment law advice and employee 

relations service available to all areas of the Trust.  
• There is support for those dealing with sensitive employee issues giving guidance and 

advice; assisting employees with grievance matters and acting as a mentor, support or 
independent arbitrator as appropriate to the circumstances of any given situation.  

• High levels of service for recruitment, selection and induction advice and/or direct 
involvement as required to enable suitable processes to be followed. 

• All disciplinary, dismissal, grievance and welfare matters, such as long-term sickness, 
maternity, persistent absence, internal disputes, general employee relations are 
managed in order to secure an appropriate outcome in line with employment law, whilst 
managing damage limitation and taking into account the needs of the business and each 
individual involved. 

• Volunteer administration and co-ordination is delivered at a high level across the Trust. 

 Lead on learning and development for the Trust, specifically leadership development for all staff 
with people management responsibilities, identifying and sourcing appropriate learning 
interventions. 

 Oversee the Trust’s accident reporting and chair the Health and Safety committee. 

 Ensure that all managers are kept informed of any changes to employment law or policy. 

 Oversee the HR team’s compliance with GDPR. 

 Provide clear leadership and direction across the organisation inspiring and motivating others to 
achieve, by generating trust and confidence. 

 Any other duties as delegated by the Chief Executive. 
 



  

Innovation 

 Development of a new HR strategy for the Trust including a programme of change management. 

 Constantly review the provision of HR services to the Trust and consider where improvements can 
be made, without additional costs. 

 Scan the horizon for new opportunities the Trust may become involved in and make plans for the 
impact on our people. 

 
Representation 

 Represent the Trust externally to achieve significant, wide ranging impact and bring back ideas for 
best practice that the Trust can learn from in its employment practices. 

 Represent the Trust in a professional manner and act at all times in a manner which will not damage 
its reputation. 

 Ensure BBOWT is well-networked and able to influence the right people at the right level and at the 
right time. 

 
Financial 

 Responsible for the planning, monitoring and control of significant budgets and resources within the 
HR department, through senior level management of annual and three year rolling plans. 

 
Communication – internal  

 As a key member of the senior management team, contribute to the overall success and diversity of 
the Trust in order to assist the Chief Executive in taking the Trust forward as a united organisation. 

 Attend and contribute to bi-weekly Director Team meetings, and monthly Leadership Team 
meetings. 

 Work with the Director of External Affairs to develop a new Employee Brand and internal 
communications strategy. 

 Develop an employee forum to create the scope for two-way communication between the Chief 
Executive and Director Team and all staff groups. 

 Develop positive and professional working relationships across all departments, underpinned by 
effective internal communications channels. 

 
The Wildlife Trusts and other organisations 

 Develop and maintain strong, supportive relationships with other Wildlife Trusts and RSWT. 

 Represent BBOWT at national and regional meetings and events. 

 Liaise regularly with a wide range of contacts outside TWT, including partner organisations, 
businesses, sponsors, volunteers, press and all forms of the media. 

 Influence people at the highest level among strategic and delivery stakeholders. 
 
General – internal 

 Ensures close liaison with all teams to maintain standards, ensure compliance with 

policies and delivery of organisational plans and priorities. 

 Adhere to all Trust policies, procedures and systems.  

 To ensure that all health and safety obligations are met in all aspects of the role. 

 Engender a culture of membership recruitment within the team. 
 

 



  
 

PERSON SPECIFICATION 

 Essential Desirable 

Demonstrable experience of managing high performing teams    

Fully qualified to Level 7 Chartered Institute of Personnel and 
Development and/or equivalent 

   

Strong track record in Human Resource Management    

Knowledge of payroll provision     

Full working knowledge of relevant HR policies and procedures     

Experience of dealing with high level HR issues and challenges     

Ability to adapt to challenging situations and people and respond 
appropriately using negotiation and influencing skills to achieve 
objectives  

   

Ability to effectively plan ahead to anticipate problems and plan for 
worst-case and best-case scenarios  

   

Track record as an effective leader at a senior level    

Knowledge and understanding of how charities operate    

Experience of project management, including budgeting, 
developing work plans, and monitoring and evaluation  

   

Track record in achieving financial and outcome targets, including 
in uncertain conditions 

   

Ability to successfully lead a team and line manage HR staff    

Track record of developing and delivering new initiatives and ideas    

Proven networking and relationship building skills    

Excellent organisational skills, ability to work under pressure 
and to meet deadlines 

   

Good report writing skills    

Experience of working with the media    

Well-developed IT skills with a working knowledge and 
understanding of MS Office functions such as Word, Excel, 
Outlook, email and the internet 

   

Excellent presentation and negotiation skills    

Good verbal and written skills    

Ability to communicate well with a broad range of people    

Willing to work some weekends and evenings (specifically to attend 
Trustee meetings) 

   

Willing to travel regularly to other Trust offices    

Team player, able to deliver outcomes across teams    

Current UK valid driving licence    

Ability and willingness to demonstrate the BBOWT values of 
Integrity; Respecting Others; Personal Responsibility; Team Work; 
and Learning Culture 

   

 
 

 

 



 

  

 

MEASUREMENTS OF SUCCESS 

 

 Improved levels of staff satisfaction. 

 Introduction of an employee forum to improve two-way communication. 

 Introduction of an employee brand for all internal communications. 

 Effective leadership to achieve outcomes. 

 Effective development and implementation of strategic and operational management and 
implementation plans. 

 Effective member of the Director team, Leadership team, Project Board, Volunteering Steering 
Group and Health and Safety Committee. 

 Attends Trustee Board meetings to present reports about your area of responsibility, along with 
seeking approval for new areas of work. 

 Undertakes coaching and personal development. 

 Coaches direct reports and other members of staff.  

 Effective management of resources. 

 Effective representation of BBOWT externally. 

 Effective relationship with other Wildlife Trusts and RSWT.  
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