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About MTC

Being the difference

The role you’ll play in transforming lives and building 
stronger communities.

Job Title: 

Reporting to: 

Band:
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Your main responsibilities

What you’ll need to do to meet those challenges 
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Who you’ll work with

An overview of the stakeholders you’ll interact with in this role

What you’ll bring to this role

Your qualifications, experience, knowledge and skills
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Last, but not least…

Important information for everyone who works at MTC

Equality and Diversity 

Security and Vetting 

Confidentiality 

Flexibility 

Health and Safety 

People Manager responsibilities 

Changes to your job description


	Responsibilities: This is a fixed term contract opportunity. You'll support the HR team and key stakeholders by scoping each project and ensuring clear objectives are set; defining work-streams, creating project plans and identifying the right owners for each task. You will be responsible for many of these tasks and actions yourself, as the project lead,  and be the main driving force to ensure successful completion. 

The projects will include, but are not limited to: 
- Management of apprenticeships including enrollment onto courses, monitoring of progress and levy fund management 
- PDR/talent management processes and succession planning support 
- Review of people related data, systems and management information 
- Wellbeing and mental health training development and support, working with EWA committee 
- Review management and leadership development in partnership with HR Manager
- Implement HR related initiatives, such as Employers’ Initiative on Domestic Abuse 

In addition to leading on key projects, you will also: 
- Support the HR Director with any ongoing recruitment requirements, including a review of end to end on-boarding process and systems
- Establish and maintain relationships internal and external stakeholders
- Assist the HR and Communications Director with supplier and stakeholder management.
- Deliver accurate and timely reporting of project statuses, feeding into regular, accurate programme-level reports for the Senior Leadership Team 
- Promote and maintain diversity and inclusion 
- Deliver transparency through proactive communication with stakeholders across the business.

You will be required to support with other areas of the HR function if required. 

	Stakeholders: Senior stakeholders from across the organisation; both SLT and SMT. 
The people team 
People manager at all levels
Key external clients and partners (particularly around HR activity)
HR supply chain and system providers
MTC's bid team and other support functions 
	Job title: HR Projects Lead 
	Reporting to: Director of HR and Communications 
	Band: C
	About: At MTC, we make a difference to the lives of thousands of people in the UK every year. We empower them 
by giving them choices that help them make positive changes in their lives.
 
Then, we help them develop the new skills they need to reintegrate back into their community so they can have a positive impact there, too.
 
But that’s only part of our story. We’re not just committed to transforming the lives of our service users 
and young people – we’re here to help people transform their careers, too.
 
In this document, you’ll find out how you can “Be The Difference” we’re making.
	Being the difference: The HR projects lead will have a broad range of responsibility and will oversee the delivery of multiple HR projects, supporting our HR team and impacting the wider business. They will work closely with our senior leadership and management teams to ensure timely delivery of each project and manage relationships with multiple stakeholders. The HR projects lead will report to the Director of HR and Communications and will drive the delivery of projects by engaging and influencing stakeholders from across the organisation, whilst managing governance,  and ensuring reporting and risk management.
	Qualifiucations etc: - Sound understanding of the role of a HR function, ideally with experience in talent management and learning & development practices.   
- Experience of change management within a people or HR function.
- Experience of successfully managing multiple work streams or projects and people.
- Experience of successfully managing multiple HR or people related suppliers and stakeholders.
Highly skilled at building relationships and influencing. 
- Excellent attention to detail and an ability to rise above that detail to form a programme-level perspective.
- A structured approach to task management, able to distill, simplify and resolve complex problems.
- A transparent, honest approach to project and programme reporting: it’s imperative that issues/risks are identified, escalated where appropriate, and resolved in a timely fashion.
- Confidence in their judgment with an ability to be assertive and robust whilst also remaining flexible
and aware of any requirements for escalation. 
- Ability to work independently and seek out support where needed. 
	Equality: At MTC our employees are diverse and we have an inclusive culture. We aim for fairness, respect and equal
opportunities for all employees from the moment they join us and throughout their employment with regards to:
recruitment, learning and development, appraisal, performance management, recognition and progression. 
We comply with and go beyond the Equality Act 2010 promoting an inclusive environment, free from discrimination, harassment and victimisation. We take action against any employee who breaches our Inclusion policy.
	Security: MTC conducts security and vetting checks to the appropriate level based on the nature and responsibilities
of the role.

MTC is committed to fairly and inclusively assessing all applicants, first and foremost on the basis of their skills
and suitability for a role. We will only ask about any criminal records at the appropriate time in the assessment
process and in line with the level of vetting determined for the role. We believe that individuals can turn their lives around and MTC supports individuals to ‘Be the Difference’ and change their lives and the lives of others.
	Confidentiality: We’ll expect you to deal with all information on a confidential basis, ensuring compliance with GDPR. You’ll
need to comply with all of our confidentiality and information security policies and site specific operating
procedures as determined by MTC.
	Flexibility: As part of the team, you’ll need to work flexibly and work to agreed standards in a consistent way. We may also ask you to carry out other duties, in line with your grade, at the request of your people manager.
	Health: All employees have a duty of care to themselves, their colleagues and others effected by what we do. All
employees are required to co-operate with their managers, direct reports and their colleagues in pursuit of working safely and maintaining their place of work and their equipment in a tidy and safe condition. This shall include taking an active role in making their people managers aware of any matters that they feel put others 
at risk of harm.
	People: If this role involves people management, you’ll have a specific responsibility for the health and safety
of colleagues who directly report to you, together with other team members for which you have general
management responsibility.
	Changes: Please note that this job description will not be incorporated into any employment contract. It is intended
as a guide and should not be viewed as an inflexible specification as it may change from time to time
in line with strategic developments. We’ll discuss any changes with you first, but your first priority will
always be to achieve the main responsibilities as outlined in this document.


