
 

 

 

Role Description 

 

Job Title:   People and Culture Manager 

 

Reports To:   Directors 

 

Accountable To:   Directors 

 

 

Main Objectives:    

1. Identify, develop, and implement key HR initiatives that will enhance the success 

of our organisation. 

  

2. Develop the culture of the organisation. 

 

Key Responsibilities: 

    HR Management 

 

1. Manage the full recruitment process from identifying vacant positions through to 

onboarding all new hires.   

 

2. Work to improve the recruitment experience for new hires from initial enquiry 

through to their start. 

 

3. Work with managers to identify training requirements and opportunities for team 

members at all levels to grow in their roles and careers.  Prepare training plans for 

all employees that will also develop their soft skills as well as technical skills. 

 

4. Prepare new starter forms for new employees and maintain electronically within 

relevant HR folders.  Provide to Finance for adding to payroll and pensions. 

 

5. Work with senior management to create progression routes for employees. 

 

6. Carry out regular site visits to meet with all employees and ensure the desired 

culture is being developed across the business. 

 

7. Be responsible for developing, administering and revising HR policies based upon 

a strong understanding of employment standards and law. 

 



 

 

8. Be responsible for managing team reviews, holiday requests and approvals, 

absence request and return to work interviews and for maintaining employee files 

and records. 

 

9. Interpret and advise on employment law. 

 

10. Carry out performance reviews for all employees in conjunction with the relevant 

managers. 

 

11. In conjunction with senior management undertake salary reviews during annual 

performance review. 

 

12. Assist with the management of company cars and any other company benefits. 

 

    Apprenticeships 

 

1. Create and deliver a high quality apprenticeship offering for the business that 

supports talented individuals to train and excel. 

 

2. Work with local education providers to advertise and recruit apprentices. 

 

3. Develop apprenticeship training programmes for each apprentice that will provide 

soft skill development as well as technical knowledge. 

 

4. Carry out monthly reviews with apprentices and their line manager. 

 

    Culture 

 

1. Lead on the continued implementation of a culture which is open, fun and relaxed 

in order to allow people to excel in their roles. 

 

2. Identify and implement opportunities to improve the experience of working with us. 

 

3. Make sure that prospective team members match the desired culture of the 

organisation and are compatible with overall organisation leadership styles. 

 

4. Provide regular update newsletters to team members to keep everyone up to date 

with the progress of the company and to share and celebrate successes. 

 
 
 
 



 

 

    Community Engagement 

 

1. Work with our development partners to identify opportunities to provide social 

value in the areas we develop. 

 

2. Manage work experience and work placement programmes for development sites 

in conjunction with the relevant construction teams. 

 

3. Work with our charity partners to provide opportunities to further our work with 

them and increase our CSR support. 

 

    Mental Health 

 

1. Act as a mental health first aider and champion within the business. 

 

2. Provide advice and support to team members and sub-contractors with regards to 

mental health and wellbeing. 

 

3. Identify opportunities to promote and improve the organisations mental health 

awareness and approach. 

 

To be considered for this role you should: 

 

1. Want to support the development of a fun, relaxed but high performance work 

environment where all team members are valued and respected 

2. Be personable with strong communication and relationship building capabilities 

across all levels of the business 

3. Able to design and implement clear and fair company policies 

4. Strong knowledge of employment legislation 

5. Ability to advise and work with senior members of staff 

6. Have strong organisational and administrative skills 

7. Have a qualification from CIPD 

8. Have worked in a culture focussed HR department for 3 years 

 

These are illustrative duties outlining the typical requirements of the post holder.  The post holder is not limited to the duties 

outlined above and is expected to become involved in a range of work to allow the company to respond effectively to its 

requirements. 

 


