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Job Description: (Part‑Time, 8 hours/week)
Reports to: CEO
Hours: 8 hours per week
Location: Hybrid / Heffernan House, City centre Hereford
Salary: 
Job Title: 		Head of HR
Responsible to: 	C E O
Date: 			April 2026
Salary:   		FTE salary £33.145, Actual salary for 8 hrs a week £7,166.  £17.18 per hr
Hours: 	8hrs a week with the option of a mix of flexible working home working or office based work
Place of work:  	Herefordshire Mind, Heffernan House, Hereford

About Herefordshire Mind
Herefordshire Mind works to ensure that no one is Herefordshire has to face a mental health difficulty alone.  Since we formed in 1978 we have developed a range of services including residential and community support as the needs of our local community have changed.
Herefordshire Mind supports adults in Herefordshire with mental health problems that can present in many different ways. We are proud of our inclusive workforce and recognise how much stronger an organisation can be made by staff with a range of different backgrounds, experiences and ideas that come with it. We promote a culture of inclusion and representation and continue to work hard to build a workforce that can represent everyone within our community.
We are a registered charity and affiliated with national Mind.

1. Job Purpose
The Head of HR will provide strategic and operational leadership for Herefordshire Mind, ensuring high‑quality HR support across the organisation. As a small mental health charity with approximately 50 staff, the role combines hands‑on generalist HR work with strategic oversight of culture, wellbeing, compliance and people processes.
This role ensures that HR practices align with the charity’s mission, values and legal obligations.

2. Key Responsibilities
A. HR Strategy & Leadership
· Develop and maintain a people strategy aligned with the charity’s organisational goals and mental‑health‑focused mission.
· Provide strategic HR advice to the CEO and leadership team.
· Lead workforce planning, role design, and organisational development suitable for a small but growing team. 
· Promote an inclusive, supportive culture consistent with mental‑health‑informed practice.
B. Employee Relations
· Act as the first point of contact for complex employee relations matters (e.g., grievances, capability, performance, sickness). 
· Coach managers to confidently handle day-to-day staff issues.
· Ensure fair, consistent processes in line with UK employment law.
C. Recruitment & Onboarding
· Oversee recruitment and selection, ensuring safe recruitment practices and equal opportunities. 
· Support hiring managers with job design, interview processes and onboarding.
· Ensure induction processes embed wellbeing, safeguarding, and mental‑health awareness.
D. Compliance, Policies & HR Administration
· Maintain up‑to‑date HR policies and ensure compliance with UK employment law, charity sector standards and safeguarding requirements. 
· Oversee accurate maintenance of HR records, contracts, right-to-work checks, and data protection.
· Produce periodic HR reporting for the CEO and trustees (e.g., turnover, absence, ER issues). 
E. Learning, Development & Wellbeing
· Develop light‑touch L&D frameworks for managers and staff, prioritising leadership capability and mental‑health‑informed practice.
· Champion staff wellbeing and engagement, setting initiatives appropriate for a small workforce. 
· Support culture-building that reflects psychological safety, inclusivity and charity values.
F. Performance & Reward
· Maintain a simple, fair performance management process appropriate for a small organisation. 
· Advise on pay benchmarking, reward, recognition and benefits within limited budgets.

3. Person Specification
Essential
· CIPD Level 5+ or equivalent experience.
· Strong generalist HR background across ER, recruitment, policies, and performance management.
· Experience advising managers in small/medium organisations, ideally in the charity or mental health sector.
· Strong knowledge of UK employment law and best practice.
· Ability to work autonomously in a low‑hours role and manage competing priorities quickly and effectively.
· Excellent interpersonal skills with the ability to support a trauma‑informed, wellbeing‑focused culture.
Desirable
· Experience in a charity or non‑profit environment.
· Understanding of mental health services, safeguarding and risk-management frameworks.
· Experience supporting organisational change and culture development. 

4. Additional Information
· This is a flexible role and with the option of hybrid working.
· Some availability during core hours is expected for staff support or urgent HR matters.
· Occasional attendance at senior team meetings or trustee meetings may be required.
· This role will be subject to a DBS check
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