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Human Resources Manager  
Main Purpose 

To lead on the HR function of Newcastle University Students’ Union (NUSU), supporting managers and 
Directors to ensure employment law and recommended good practice is adhered to.  

Main Duties and Responsibilities 

Ensuring legal compliance throughout human resource management 
 

1. Develop, update and distribute all HR related policies, documents and the staff handbook 
 

2. Ensure legal compliance for all Human Resources Management 
 
3. Be the first point of contact for HR advice and guidance for employees and employment relations issues 

such as grievances, disciplinary and employee welfare. 
 
4. Lead and develop the recruitment process, ensuring all staff are trained in and following the procedures 
 
5. Work with the Senior Management team, to establish and roll-out people-related strategy 
 
6. Oversee staff attendance and absence monitoring. 
 
7. Provide detailed HR reports to the Chief Executive and Trustee Board 
 
8. Lead and coordinate the administration of employee-related paperwork, such as employment contracts, 

new starter packs, or formal notices of termination. 
 
9. Develop and lead on new starter company inductions, working with line managers 

 
10. Oversee training and development of employees, managing the staff training budget, authorising training 

and ensuring feedback and benefits’ analysis is undertaken. 
 

11. Work with Directors and/or Managers to develop an updated training matrix for each department. 
Establish systems for logging attendance and ensuring staff remain up to date, especially for compliance 
with HR, H&S legislation, and Safeguarding. 

 
12. In conjunction with the Director of Finance keep abreast of the visa system and requirements, ensuring 

all recruiting managers are aware of the requirements and all necessary paperwork is up to date, and 
stored appropriately.  

 
13. Manage Occupational health referrals and liaison with the University Occupation Health Provider and 

conduct back to work interviews 
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14. Develop the PDR system and ensure staff are trained and following the procedure and guidance 
 
15. Develop staff reward and recognition, including staff led forums, staff member of the year, staff benefits 

and schemes linked with the university 
 
16. Coordinate and develop staff feedback, including staff surveys and suggestions 

 
17. Liaise with staff in the finance department for issuing changes to contracts and/or pay, as necessary   
 
18. To ensure all administrative records are kept up to date, utilising IT, and timely records are produced as 

required to ensure an efficient, accountable service. 
 

 

Person Specification  

 

 Qualifications Essential or Desirable  
(E or D)  

 CiPD level 5 qualification or willingness to work towards  E 
 
 Knowledge, Skills and Experience  
 Experience of working within Human Resources  E 
 Experience of developing policies and rolling out across 

organisations 
E 

 Experience of developing and maintaining administrative 
system and / or accurate record keeping  

E 

 Experience of conducting HR related meetings and 
hearings, such as staff disciplinaries  

E 

 Excellent standard of verbal and written communication, 
with the ability to communicate well with a range of people 
at different levels  

E 

 Ability to effectively plan and prioritise workload  E 
 Excellent administration and organisational skills E 
 IT skills including excellent working knowledge of MS 

systems such as Word, Excel and Outlook  
E 

 Experience of budget monitoring and report writing  D 
 Experience of conducting Equality Impact Assessments  D 
 Line Management experience D 
 Experience of delivering training D 
 
 Attributes and Behaviours  
 Ability to work effectively on your own, using your initiative 

as well as in a team   
E 
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 Ability to build and maintain effective working relationships 
with a range of stakeholders, including Students’ Union and 
University colleagues, elected officers and volunteers 

E 

 Ability to think creatively and generate new ideas  E 
 Commitment to Newcastle University Students’ Union’s 

values  
E 

 A commitment to Equality, Diversity and Inclusion, and 
ensuring EDI is embedded in all work undertaken 

E 

 


