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Welcome

Thank you for your interest in applying for the role of Head of Human Resources. Salisbury Cathedral
aspires to be a place that is welcoming to all and safe for all. We value our staff, without their
commitment, dedication and enthusiasm the Cathedral would not be the place that it is. Our Strategic
Plan (2024-2029) says that we will strive to support and develop our staff so that they have the potential
to flourish during their time with us and beyond. We also want our organisational culture to be one of
openness and fairness, where staff understand how they contribute to our aspirations and know what is
expected of them.

Work began on this extraordinary place over 800 years ago. It is both a living church and an iconic feature
of England’s historic landscape. It is the seat of the Bishop of Salisbury, a centre of mission, and the mother
church of the Diocese of Salisbury. As well as being a place of worship and prayer, it is a venue for the
arts, a centre of training in ancient skills, a place of welcome for visitors from across the world and the
spiritual heart of the city of Salisbury. We want to make a difference to all who come here.

The Cathedral has around 100 employees (86 fte) and over 550 volunteers. We are seen as a safe space
for young people and adults, some of whom are vulnerable and seek support. The Cathedral is set within
an extensive Close where many like to gather. The Head of Human Resources needs to understand
and appreciate the dynamic and diverse environment within which they will work.

In our Head of Human Resources, we are seeking an experienced HR professional who is confident operating
at both a strategic and operational level. You will be organised, proactive and comfortable managing

multiple priorities, with a strong commitment to inclusive practice and staff wellbeing. You will bring
sound judgement, empathy, a relational approach and enjoy working collaboratively.

If you have the relevant skills and experience for this role, | look forward to receiving your application.

Jackie Molnar
Chapter Clerk (Chief Operating Officer)
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PURPOSE OF THE ROLE

The Head of Human Resources is a 0.8fte position and reports directly to the Chapter Clerk (Chief Operating
Officer); it is also a member of the Cathedral Executive Team. The postholder will be an experienced and
values-driven HR professional who wants to make a positive difference to the Cathedral through their role.

The Head of Human Resources is an important role within the Cathedral and is a member of the Executive
Team. The role ensures that HR policy and processes are in place and works with the Chief Operating
Officer and other Executive Team members to foster a positive organisational culture, staff development
and wellbeing. The Cathedral is committed to the flourishing of its staff, enabling them to thrive and
contribute to the Cathedral’s strategic priorities and operational life.

This is a standalone HR role, working closely with the Chapter Clerk (Chief Operating Officer), Executive
Team and line managers. It is supported by a Human Resources Officer (part-time).

PRINCIPAL TASKS AND RESPONSIBILITIES

Human Resources

1. To advise the Dean, Chapter and Executive Team members on matters of HR practice and
procedure for staff and volunteers.

2. To ensure that HR policies and practices support the Cathedral’s goals.

3. To provide comprehensive operational and strategic HR advice and support to line
managers ensuring that any employee relations cases are appropriately managed.

4. To provide support to members of staff on concerns that arise of a human resources
nature, often being the first point of contact, advising line managers as necessary.

5. To oversee and monitor the implementation of all procedures and policies for
recruitment and selection, in accordance with the Church of England’s Safer Recruitment
and People Management Code of Practice.

6. To ensure effective induction for new staff, the provision of employment contracts,
appraisal, absence management, annual leave, disciplinary and grievances, statutory
employment rights, equality and diversity.

7. Overall responsibility for the resourcing and training of staff ensuring that the HR
Strategy complements the Cathedral’s Strategic Plan.

8. Work with managers and senior managers in analysing staff skills, determining resource
requirements and building departmental resilience to ensure efficient and effective
support services.

9. To develop, manage and deliver training programmes for staff, working with external HR
providers if needed.
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10.To ensure the Cathedral’s HR policies and practices in relation to staff and volunteers
meet legislative requirements and are appropriately maintained and developed, working
with external HR legal advisors as required.

11.In conjunction with the Chief Financial Officer, to review remuneration and reward
packages to ensure transparency and equitability. To support and contribute to the
annual Job Evaluation Panel.

12.Together with the Chief Financial Officer, to monitor and analyse performance measures
for staff turnover, appraisal and sickness rates which form part of the Cathedral’s suite of
key performance indicators.

13.Work with the Finance department on monthly payroll administration.

14.To maintain an up-to-date knowledge of employment law and legislative changes that
may impact on the Cathedral’s HR policies and procedures.

15. Contribute to the Cathedral’s organisational objectives feeding in the people impact and
HR implications where appropriate.

16.Line manage and develop the support role of Human Resources Officer.

Safeguarding

1. Work to maintain safeguarding policies and procedures in conjunction with the Chapter
Clerk (Chief Operating Officer), Cathedral Safeguarding Officer and Diocesan Safeguarding
Team as required.

2. Oversee the Human Resources Officer in their role ensuring that appropriate safeguarding
training for the Cathedral is carried out.

3. Advise on and carry out DBS checks where required, supported by the Human Resources
Officer.

This job description is intended as a working document giving a guideline to the major tasks to be
performed. It is anticipated that the post will develop, and working practices will change; in order to
meet the demands of Salisbury Cathedral, new legislation, and the requirements of Chapter. It is expected
that the post holder will contribute to and assist with all future developments. A DBS check will be
required.
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PERSON SPECIFICATION

KNOWLEDGE AND EXPERIENCE ESSENTIAL (E) OR
DESIRABLE (D)

Educated to degree level or equivalent relevant experience. E

Chartered member/Fellow of the Chartered Institute of Personnel and E

Development (CIPD).

Managerial level human resources experience, such as Head of HR, HR E

Manager, People Lead, HR business partner.

Able to demonstrate continuing professional development to maintain HR E

knowledge and skills.

Experience of providing advice on employment related matters, able to E

demonstrate a comprehensive understanding of employment law.

SKILLS AND EXPERTISE
Proven ability to develop and manage key relationships, working E
collaboratively with colleagues, experience of cross-departmental
collaboration.

Ability to maintain confidentiality and work with sensitive matters.
Proven ability to manage, monitor and find resolution to difficult and E
complex issues.

Experience of managing and motivating staff.

Proven ability of a relational, business partner approach to human
resources.

Excellent interpersonal, verbal and written communication skills. Ability to | E
present information, lead engagement and briefing sessions.
Knowledge and understanding of both safeguarding and its importance.
Experience of working with volunteers.

Ability to analyse data and assess management information.

Proven facilitation and negotiations skills.

Proven IT skills and ability to use variety of software applications
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ATTRIBUTES
Ability to appreciate, empathise with, and support the values and purpose E
of a faith-based organisation

Ability to deal with confidential issues sensitively and diplomatically.
Well organised, able to prioritise workload and use own initiative
Imaginative, flexible and creative approach

Able to demonstrate personal resilience and motivation.

mim{mim

Salisbury Cathedral is committed to ensuring it provides a safe and caring environment for all, including
children and adults who may be at risk of abuse and neglect. The postholder must understand and
appreciate the Cathedral’s safeguarding policies and practices. They have a responsibility to ensure that
these are implemented. You will be required to understand and follow our policies and procedures
including reporting concerns, undertake designated safeguarding training, diligently perform safeguarding
duties specific to your role and follow good practice in relation to your own behaviour and conduct.
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Our intention is to ensure safe environments within which our welcome to everyone is supported by proper
and effective safeguards. We will continue to implement the Church of England Safeguarding policies and
procedures, working actively with the Diocese of Salisbury. All staff and are expected to demonstrate a
commitment to safeguarding the welfare of all children and adults who may be vulnerable, who are
involved with and/or visit the Cathedral.

HEALTH AND SAFETY

Under the Health and Safety at Work Act 1974, whilst at work, you must take reasonable care for your
own health and safety and that of any other person who may be affected by your acts or omissions. In
addition, you must co-operate with the organisation on health and safety and not interfere with, or
misuse, anything provided for your health, safety or welfare. You must immediately raise any concerns
concerning your health, safety or welfare at work to an appropriate person.

EQUALITY, DIVERSITY AND INCLUSION

The Cathedral is committed to the principle of equal opportunities in employment and in equal pay for
work of the same or similar nature or work of equal value. This means that in line with the Equality Act
2010, all job applicants and employees will receive equal treatment regardless of sex, race or ethnic
origin, religious belief, nationality, gender, marital or family status, sexual orientation, age or disability.
Our intention is to ensure safe environments within which our welcome to everyone is supported by
proper and effective safeguards. We will continue to implement the Church of England Safeguarding
policies and procedures, working actively with the Diocese of Salisbury.
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WORKING FOR US

Contracted Hours and Salary

The role is for 28 hours a week, therefore a 0.8fte contract. The salary is circa £35,000 per annum, pro
rata from circa £43,500.

Annual Holidays
The FTE holiday entitlement is 25 days per annum (pro rata for part-time hours) plus 8 public holidays. If
a member of staff is required to work on a public holiday, they will be entitled to the equivalent time off

on an alternative day, to be agreed with their Line Manager. Staff are entitled to a day off for their
birthday.

Pension Scheme

All eligible members of staff will be automatically enrolled in accordance with the legislation, to the
occupational Staff Pension Scheme. Salisbury Cathedral will contribute to a contributory pension scheme
and automatic enrolment will be made unless the employee chooses to opt out.

Staff Discount

All staff receive a 20% discount on purchases from the Cathedral Shop and Refectory.
Staff have access to an Employee Assistance Programme and Life Assurance scheme.

Parking

Subsidised car parking is available in Salisbury Cathedral Close.
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HOW TO APPLY

If you would like to have an informal discussion about the role, please contact Jackie Molnar - Chapter
Clerk (Chief Operating Officer) by email: ChiefOperatingOfficer@salcath.co.uk

To apply please complete the following forms and e-mail the following information to
recruitment@salcath.co.uk ;

e Application Form including supporting statement
e Equal Opportunities Form
e (CV

The closing date for applications is: 9am on Monday 20" July 2026.

If you are invited for interview, you will be asked to produce evidence of your eligibility to work in the UK.

Offers of employment are subject to satisfactory references, medical clearance and a Disclosure and
Barring Service (DBS) check at the requisite level.
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