
 

 

People & Wellbeing Manager (Interim) 

Location: The Music Works - Gloucester Hub (hybrid work considered)  
Contract: Fixed term 3 - 6 months (depending on start date) 
Hours: Part-time, 22.5 hours per week (3 days) 
Salary range: £32,000 - £40,000 FTE (depending on experience) 
Reports to: Operations Manager 
Closing Date: 13th July 2026, 9am  
Start Date: As soon as possible. We are keen to appoint and onboard the 
successful candidate at the earliest opportunity. 
 

The Music Works 

The Music Works is an award-winning Gloucestershire charity that uses music as a 
vehicle to transform the lives of young people (8–30 years) living in challenging 
circumstances. We work with all abilities, from absolute beginners to some of the 
county's most skilled emerging artists. We specialise in music technology and 
production, singing and songwriting, rap and beatboxing, using a range of musical 
instruments from guitars to Djembe drums, because we have found these 
approaches to be the most accessible and achieve the best outcomes. 

Here's an introduction to our work: https://youtu.be/zz14_Zi2POY and our website is 
www.themusicworks.org.uk. 

 

THE ROLE 

This is an exciting and wide-ranging role at the heart of The Music Works' people 
strategy. As our Wellbeing, HR & People Manager, you will be responsible for 
delivering and continuously developing our People & Culture Framework - the 
systems, policies, processes, and culture that enable our team to do their best work. 

You will be the dedicated, impartial HR presence that our whole workforce can 
access - providing the kind of trusted, consistent support that staff, sessional 
workers, and freelancers alike can turn to. You will work closely with the CEO and 
Operations Manager to make our values of Bold, Inclusive, Purposeful, Authentic, 
Supportive, and Innovative tangible in every people process and experience. 

You will work in close partnership with the Operations Manager, with whom several 
areas of responsibility intersect, particularly around compliance, policy, and systems. 
Together, you will ensure the organisation is well-run, well-supported, and a 
genuinely great place to work. 

If you're passionate about people, culture, and creating the conditions where others 
can thrive - and you want to do that in an organisation that genuinely transforms 
lives, we'd love to hear from you. 

https://youtu.be/zz14_Zi2POY
http://www.themusicworks.org.uk/


 

 

RESPONSIBILITIES 

HR Operations & Compliance 

You will be the organisation's lead on day-to-day HR operations, ensuring our people 
processes are legally compliant, consistently applied, and grounded in best practice. 
Crucially, you will be a trusted, impartial point of contact for all staff — providing a 
clear space for people to raise concerns, seek guidance, or get support before things 
need to become formal. 

• Be the first point of contact for HR queries and concerns across the whole 
workforce, including employed staff, sessional workers, and freelancers 

• Maintain and develop the full suite of HR policies and documentation, 
including the Staff Handbook, Employment Contract templates, and all 
associated policies 

• Ensure freelancers have a named HR contact, a clear HR pathway, and a 
structured space to raise concerns or seek support 

• Manage and maintain personnel files and HR records in line with GDPR and 
our Data Retention Schedule 

• Oversee absence tracking, holiday management, and return-to-work 
processes 

• Liaise with our external HR consultant on complex casework, disciplinary and 
grievance matters, and employment law queries 

• Manage employment lifecycle administration from offer letters and onboarding 
documentation through to offboarding and exit processes 

• Produce regular workforce data reporting to inform strategic decision-making 

Recruitment & Onboarding 

You will lead our recruitment and onboarding activity, ensuring we attract brilliant 
people and set them up for success from day one. 

• Manage end-to-end recruitment processes, from drafting job descriptions and 
advertising roles to coordinating interviews and issuing offers 

• Embed diversity and inclusion principles at every stage of recruitment, 
including inclusive language, diverse advertising channels, and positive action 
provisions under the Equality Act 

• Maintain and develop our recruitment toolkit — job description templates, 
person specification templates, shortlisting matrices, interview question 
banks, and candidate communication templates 

• Oversee our onboarding and induction programme, including the Day One 
Welcome Pack, Induction Schedule, Values & Culture Induction, and the 100 
Day Plan framework, ensuring new staff who join without existing 
relationships are given the support they need to integrate and build trust 

• Manage the Probationary Review process (30, 60, and 90-day reviews) and 
associated documentation 

• Coordinate pre-employment checks including DBS, right to work, and 
references 

• Monitor and evaluate recruitment diversity data and use findings to improve 
practice 



 

 

Learning, Development & Training 

You will develop and maintain our learning and development offer, ensuring staff 
have access to quality training and genuine opportunities to grow. 

• Develop and maintain our Learning & Development Menu and CPD Policy 
• Coordinate and track mandatory training completion across the whole 

workforce, including safeguarding, first aid, fire warden, and data protection 
• Create and implement engaging online learning resources and e-learning 

content 
• Support staff and managers in completing Individual Development Plans 

(IDPs) and Training Needs Analyses (TNAs) 
• Manage our Training & CPD Log and ensure the organisation has a clear 

picture of its learning investment 
• Support the design and delivery of team development sessions, ensuring 

approaches are inclusive and reflect the cultural diversity of our team 
• Develop and maintain the Leadership Development Pathway in line with the 

Workforce Development Strategy 2026–2030 

Staff Wellbeing 

You will lead our approach to staff wellbeing, creating the conditions for people to 
thrive. 

• Conduct regular, structured wellbeing check-ins with staff, providing a 
consistent and trusted space for people to share how they are doing 

• Develop, implement, and review the Staff Wellbeing Policy and Strategy 
• Champion our Mental Health at Work Policy and maintain the Mental Health 

First Aider register and referral process 
• Coordinate access to the Employee Assistance Programme (EAP), including 

counselling support where needed, and ensure all staff know what is available 
to them 

• Embed wellbeing into supervision rhythms and support managers to have 
effective wellbeing conversations 

• Oversee the Stress Risk Assessment process and Workload Management 
Guidance 

• Lead on reasonable adjustments for existing staff, working collaboratively with 
line managers and the Operations Manager where needed 

• Coordinate the Team Wellbeing Calendar and staff appreciation initiatives 

Pay, Reward & Recognition 

Working closely with the CEO, you will support the organisation's approach to 
ensuring staff feel fairly paid and genuinely valued. 

• Maintain the Pay & Remuneration Policy, Pay Scales / Banding Structure, and 
Benefits Summary 

• Coordinate the annual Pay Review process 



 

• Support Long Service Recognition and staff celebration practices linked to the 
values 

 

PERSON SPECIFICATION 

Essential: 

• Demonstrable experience in an HR, people, or workforce development role 
• A strong working knowledge of employment law and HR best practice 
• Experience developing or significantly contributing to HR policies and 

procedures 
• Experience managing end-to-end recruitment processes with a commitment 

to inclusive practice 
• Experience coordinating learning, development, and/or training programmes 
• A warm, approachable, and trustworthy presence — someone people feel 

safe coming to 
• Excellent interpersonal and communication skills, with the ability to work 

sensitively and effectively with a wide range of people 
• Strong organisational skills with high attention to detail 
• Ability to manage competing priorities and work independently to deadlines 
• Commitment to diversity, inclusion, and safeguarding — including equity for 

freelance and sessional workers, not just employed staff 
• A belief in the transformational power of music for young people 

Desirable: 

• CIPD qualification (Level 3 or above) or equivalent experience 
• Experience in an arts, culture, or charity sector organisation 
• Experience using HR Information Systems (HRIS) and/or monitoring and 

evaluation platforms 
• Experience supporting or leading on staff wellbeing programmes, including 

wellbeing check-ins 
• Experience designing and facilitating team development or culture-change 

work 
• Experience working with mixed workforce models (employed, freelance, 

sessional, volunteer) 
• Line management experience 

Benefits   

• Pension at 3% of basic salary  

• Flexible working  

• Staff training and development opportunities  

• Cycle to work scheme (shower facilities at Gloucester hub)  

• Enhanced Maternity policy  

• Wellbeing and social programme for staff  

• Annual leave entitlement: 22 days plus bank holidays  

• All the days between Christmas and New Year  

• Your birthday off  



 

• Additional unpaid leave by request  

• Access to Perks at Work  

• A passionate and committed staff team with an inclusive working culture  

  

 

HOW TO APPLY 

 

Please submit your current CV and a detailed cover letter explaining how you meet 

the person specification and your previous experience in line with the role 

responsibilities. 

Send your application to recruitment@themusicworks.org.uk. If you have any 

questions about the role, please feel free to contact us.  

Applications will be reviewed as they are received, and interviews will be held 

on an ongoing basis. We encourage interested candidates to apply early, as we 

reserve the right to close the recruitment process once a suitable candidate 

has been identified. 

   

The use of AI tools (e.g., ChatGPT or similar) is permitted in the application process. 

However, we strongly advise against copying and pasting answers from AI tools, as 

this often results in generic responses. We encourage you to showcase your own 

experiences, voice, and style in your answers and note that this is particularly 

important given the communication expectations of this role.   

Diversity and inclusion are at the heart of our organisation, and we promote equal 

opportunities. We believe this can be achieved through attracting, developing, and 

retaining a diverse range of staff from many different backgrounds who reflect the 

community we serve. We encourage applications from all backgrounds.    

  

We use positive action under section 159 of the Equality Act in relation to disability or 

race. This means that if we have two candidates of equal merit in our process, we 

will seek to take forward the disabled, or global majority candidate in order to 

diversify our staff team.   

In line with The Music Works safeguarding policy, this job is subject to enhanced 

DBS checks and satisfactory references.    

 

mailto:recruitment@themusicworks.org.uk

