JOB DESCRIPTION 
Last updated: January 2026


NAME:  						

JOB TITLE:		HR Operations Team Leader
	
REPORTING TO:	Director of People 

Continuous employment since:	  	

This post since:					Grade: Team Leader


1. Job Purpose 

The HR Operations Team Leader is a new, fixed term post for 12 months DWT.  They will be responsible for the oversight of the day-to-day HR advice and delivery, whilst the HR Organisational Development Manager focuses on the creation of a suite of policies, guidance and new managerial training programme on key HR documents and processes.  

They will use their HR expertise to guide managers, support staff and to develop HR processes that support DWT. They must be confident and knowledgeable in up-to-date HR law and good practice. 

They will work closely with the Organisational Development Manager and also have the confidence to lead the HR team and advise Managers too. 

2. Dimensions

This role is responsible for HR day-to-day management of DWT and its trading subsidiaries.  They will lead the recruitment and induction of new staff, as well as facilitate workforce planning with the SLT. 

They will have excellent communication and organisational skills and must ensure that we remain compliant with relevant legal and regulatory requirements.

They will have budget responsibility for £32K and have two direct line management reports. 

· This post is a full-time (37.5 hours per week) 12 months fixed term role based at Cricklepit Mill in Exeter at least two days per week.
· [bookmark: _Int_sEaybBUZ]The post has been categorised as a hybrid post. There is a requirement to work outside of flexitime parameters from time to time but these are likely to be exceptional.
· Leads the HR Officer & HR Administrative Assistant, which is part of the People Directorate and is line managed by the Director of People.  
· The post holder currently has responsibility for two direct line management reports.
· The post holder has no responsibility for volunteers, although this may be subject to change.
· The post holder has circa £37K budgetary responsibility.
The post holder has budgetary oversight of the HR operational budget and the Organisational Development Manager will hold the overall HR cost centre in which this budget sits. 

3. Background

Over the last five years, Devon Wildlife Trust has grown in both size and complexity and is contending with major impacts associated with a rapidly changing political, economic and regulatory environment. 

DWT needs a HR Operations Team Leader to allow space for the Organisational Development Manager to create a suite of policies, guidance and a new managerial training programme on key HR documents and processes. 

This role is both operational in nature, but we also welcome a fresh pair of eyes on existing systems and processes to optimise digital solutions and effective useability. They will also be the lead for staff well-being.

4. Principal Accountabilities

The most important tasks that the postholder will be expected to undertake in their day-to-day work are: -

Operations

· Lead on managing day-to-day HR enquiries into the HR helpdesk and support the team responding in an efficient way. 

· Maintain employee records in accordance with legal requirements. 

· Administer payroll instructions and work with the Finance Team Leader to pay staff accurately and within the monthly cycle. 

Recruitment

· Oversee the full recruitment cycle including advertising, interviewing, and onboarding. 

· Provide the Workforce Planning meeting with up-to-date data and present this at the meeting. Use this to forecast recruitment needs. 

· Develop and implement recruitment strategies to attract top talent. 

· Review recruitment routes/channels to ensure we can reach/target underrepresented groups. 

People Management & Employee Relations
· Ensure good practice in all people management processes i.e. performance, attendance, and investigations. 

· Ensure DWT has effective and efficient processes to manage others. 

· Serve as a point of contact for employee concerns and conflict resolution. 

· Promote a positive and inclusive workplace culture. 

· Ensure compliance with legislation and published DWT policies. 

· Lead on liaison with Trades Unions representatives during specific HR processes or advise others leading meetings with staff representation. 

Health, Safety & Wellbeing

· Promote the employee support programme and well-being platforms. 

· Facilitate Staff Well-Being events. 

HR Systems & Technology

· Oversee HR systems including Networx, Breathe and uCheck. 

· Use technology and 365 applications to streamline HR processes.  

· Attend Digital Transformation Working Group to continue to implement digital solutions.

· Analyse HR data and prepare insights for SLT and Trustee meetings. 

Learning & Development (L&D)

· Promote the completion of Compliance training every two years. 

Equality, Diversity & Inclusion (EDI)

· Creating an EDI monitoring process incorporating Networx.

· Lead on delivery of Accessibility Passports. 

· Attend EDI working group and promote new ways for DWT to become more diverse.

Compliance 

· Ensure DWT remains compliant with employment legislation and regulations. 

· To attend HRinform, ACAS or Tozers events and stay up-to-date with HR legislation, briefing the Director of People and SLT any key changes with proposed plans. 

[bookmark: _Int_0CIfH5tq]In the course of delivering this work the postholder will need to have regard to: -

· The need to act as champion for DWT’s standards and values;

· Working with due regard to Health and Safety, the General Data Protection Regulations, Safeguarding and other organisational policies and procedures.

· The need to keep up to date with changes in law relating to HR.

· The need to undertake other tasks as reasonably requested.

5. Person Specification 

	
	Essential
	Desirable

	Skills & attributes
	Strong HR skills
	

	
	Excellent People Management skills
	

	
	Ability to translate HR compliance into process and HR information to all staff/managers
	

	
	Presentation of HR information to a range of audiences
	

	
	
	Recruitment skills

	
	Coach managers in delivering good practice
	

	
	
	Ability to draft HR reports for the SLT or Board of Trustees

	
	Excellent communication to a range of staff & Trustees
	

	
	
	Motivated by DWT’s mission & values. 

	Knowledge & qualifications
	CIPD level 5 or equivalent experience
	CIPD Level 7 HR qualification or working towards it, or equivalent experience


	
	Proficiency in HR systems and digital tools
	

	
	
	EDI Knowledge including Accessibility Passports

	
	
	HR payroll information

	
	
	Workforce planning

	
	
	Working with Trades Union representatives

	Experience
	Experience as a HR Manager/similar role
	

	
	
	Basic finance experience – budget holder

	
	Leading teams/others in first line management role
	

	
	
	Experience of organising staff wellbeing events

	
	Collaborating with teams across organisation
	

	
	
	HR systems

	
	
	Learning & Development



6. Reporting Structure

 (
Director of People
HR
 Operations Team Leader
Organisational Development Manager
HR Officer
HR 
Assistant (0.5FTE)
)

7. Working Relationships

The HR Operations Team Leader will be a key operational role within DWT that will need to build relationships across the Trust, with its trading subsidiaries and with external stakeholders. 

They will be able to interpret and explain HR data and new legislation in a clear and concise manner to enable good understanding and build confidence across the Trust.  
Internally the postholder will build relationships with:

· The Organisational Development Manager
· The Leadership Team
· Line Managers
· Managers and within the Management Forum
· All staff

Externally the postholder will build relationships with:

· Networx contract
· Breathe
· RSWT
· Tozers
· Any external areas that bring good practice to this area of work.
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