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JOB DESCRIPTION 
                            
Job Title	Head of People Services
Date of issue:	February 2026


Job Purpose 


The Head of People Services will shape and deliver the organisation’s People Strategy, ensuring a positive culture where staff feel valued and engaged. This role provides strategic HR leadership, ensures compliance with employment law, and supports managers in embedding organisational values and best practice across all people-related processes.

Reporting Lines and Key Relationships

Reports to: - CEO

Key Responsibilities and Accountabilities

Strategic Leadership
· Work with the CEO to develop and implement a People Strategy that fosters a culture of engagement, professionalism, and low staff turnover.
· Advise the CEO on salary and benefits reviews, benchmarking, and workforce planning within budgetary constraints.
· Produce reports for the CEO and Trustees on key people metrics, including training uptake, sickness, recruitment, and workforce trends.
HR Policy & Compliance
· Develop and maintain effective HR policies and procedures aligned with organisational aims and legal requirements.
· Ensure the Employee Handbook and Talkback policies are regularly updated and communicated.
· Manage organisational change processes, ensuring compliance with employment law and best practice.
Training & Development
· Oversee the training framework and mandatory training programme, ensuring managers take responsibility for staff compliance.
· Evaluate training effectiveness and report outcomes to leadership.
Employee Relations & Management
· Lead on HR employee management meetings, including investigations and complex casework.
· Provide expert guidance to the Leadership Team, Senior Managers, and line managers on all People matters.
· Ensure line managers apply consistent and fair practices in managing staff.
Recruitment & Selection
· Support professional and inclusive recruitment processes, ensuring adjustments for candidates where needed.
· Participate in recruitment interviews and advise on best practice.
· Lead on Volunteer recruitment providing support to managers with volunteer screening, interviews and onboarding. Drafting volunteer role profiles, placing and managing adverts on recruitment sites.
Stakeholder Engagement
· Regularly meet with line managers to address employee-related matters early and prevent escalation.
· Embed organisational values in behaviours and interactions across all teams.


  Personal Attributes

Experience, skills and qualifications
· Minimum CIPD Level 5 qualification (essential); Level 7 desirable. 
· Significant experience in HR leadership and strategic people management. 
· Strong knowledge of employment law, HR best practice, and organisational change management. 
· Proven ability to develop HR policies and lead cultural change initiatives. 
· Excellent communication, influencing, and relationship-building skills. 
· Proficiency in HR systems and data reporting.
Attitudes
· An unwavering belief in inclusion and commitment to Talkback’s vision and mission
· Effective team player with a “can do” attitude but also able to work effectively alone 
· Ability to give and receive feedback constructively and fully participate in support and supervision
· Willingness to learn new skills and adapt HR systems as needed, as Talkback develops.
· To be an active member of the team and promote the Talkback culture both internally and externally
Other
· Eligible to work in the UK
· Satisfactory enhanced DBS check
· Full UK driving licence and access to private means of transport which can be used for work purposes

This job description is intended to be an indication of the scope of the role, over time the role will evolve with changing requirement and technical advances. In addition to these functions, employees are required to carry out such other duties as may reasonably be required.
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Our Safeguarding Statement
Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

Rehabilitation of Offenders Act
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are not entitled to withhold information about convictions, which for other purposes are ‘spent’ under the provision of the Act. 

We are committed to carefully screening all applicants who will work with our vulnerable members including children, young people and adults with care and support needs. All applicants are expected to undertake employment checks, a Disclosure & Barring Service check and provide previous employment references.

We expect all staff to have a knowledge, understanding of and demonstrable commitment to, Safeguarding Children and Young People (Every Child Matters) and Vulnerable Adults.
All staff must be able to demonstrate the values and behaviours suitable to work with children and young people and provide demonstrable commitment to Equality & Diversity, Child Protection, Safeguarding and Prevent. They must show a desire to challenge inequality, promote diversity and adhere to Talkback’s Policies and Procedures.
Employee
Carry out all duties with an awareness and understanding of the Safeguarding requirements within the area of responsibility. Work complies with all safeguarding policies and procedures that apply to the role. Behaviours and actions support the safeguarding of children, young people or adults with care and support needs as appropriate.
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DEVELOPING A WORLD OF POSSIBILITIES




