
Job Description 

 

Organisation: inFocus Consulting Ltd  

Job Title: HR Manager  

Job Type: Part time role (16-24 hours per week)  

Reports to: Managing Director 

Location:  Able to work from the office based in High Wycombe, as well as part home based working, 
as required.  

 
inFocus Consulting is a social impact consultancy firm, based in the UK and Spain but working globally in the 
international development arena. We support clients to improve both individual and organizational 
performance, by effectively planning for, measuring, evaluating and sustainably growing the impact of their 
work.  

We specialize in strategy development, monitoring and evaluation and knowledge sharing and dissemination. 
Our international specialist team are committed to supporting a global portfolio of clients to increase the 
positive impact of their activities upon the lives of people and communities around the world, whether they are 
non-profits, governmental or for-profit entities.  

Our mission is to ensure that individuals, organisations and communities are effectively empowered by 
sustainable and transformational solutions to resolve long-term and complex social issues. We support 
organisations in understanding the impact they hope to achieve and subsequently develop the right skills, 
capacities and tools to move forwards. We ensure that solutions are ‘generated by’ and ‘actively participated in’ 
by all vested stakeholders and then implemented in the most efficient and effective ways, making full use of the 
latest advances and understanding in both social and information technologies, along with their practical ‘in the 
field’ application. 

To do this, we have a pool of highly skilled Staff & Associates based around the world, who are trained in our 
integrated service approach and are subject matter experts in sport for sustainable development and peace, 
children’s rights, child protection and women and girl’s rights, equality and empowerment. We apply a 
combination of training, consultancy and coaching solutions, designed to suit the varied contexts and challenges 
faced by our clients.  

Role 

Position description: The HR Manager will oversee HR practices, processes and strategies for inFocus, which is 
a professional services (consultancy) company, which means the people we hire and work closely with are the 
heart and soul of our business. The main duties will include overseeing the development of our human resource 
strategies and approaches as we grow and expand as a team, including the recruitment process, planning and 
implementing training programs for both staff and Associate Consultants/ Advisors (i.e. freelance professionals 
with whom inFocus sub-contracts to carry out field research in project countries and/ or act as specialist advisors 
on client assignments), ensuring that both staff and Associates follow best practices and established company 
policies, protocols and management practices. 

Responsibilities include, but are not limited to, the following: 

They will help inFocus to run smoothly by ensuring that all company processes are compliant with employment 
regulations and that all staff and Associates act in line with company policies. Support senior management with 



strategic human resource initiatives and by dealing with any employee grievances or conflicts should they arise. 
Ensure that inFocus attracts the best candidates for open vacancies and also for shorter-term client focused 
contracts. To this end, the post holder will support the further development of our global Associate Network 
based across our target countries designed to support both our business development activities and the delivery 
of operations.  

They will work closely together with the senior management team to support the strategic approach to 
managing the people functions within inFocus, helping to curate the right culture, and develop and implement 
HR initiatives that are in line with inFocus business objectives and strategy, and any legal restrictions. 

Specific day to day duties will include: 

• Overseeing recruitment, selection and the onboarding process of both staff, freelancers and Associate 
Consultants, and issuing related contracts. This will involve working closely with the Operations Manager, 
Head of Business Development and Managing Director to support the capacity development planning in 
response to new business opportunities, and to ensure at any one time there is sufficient human capacity 
to deliver all aspects of the business model. 

• Managing the company’s appraisal system and supporting key managers in conducting appraisal meetings, 
and ensuring there are sufficient opportunities for staff growth and development, staff are rewarded for 
achievements and retained in the long term. 

• Ensure that inFocus’ procedures (in both UK and Spain currently- in consultation with our UK / Spanish 
payroll counterparts- where staff are employed on payroll) comply with employment regulations. 

• Managing and training project managers in key HR practices to support the effective and efficient 
implementation of client assignments, which often include a project team consisting of a combination of 
staff and local Associates.  

• Monitoring various aspects of an employee’s performance, such as attendance and sick leave and 
maintaining paper, digital and electronic employee records, including holiday and sickness leaves. 

• Accessing the need for training and supporting improvements in the design and implementation of internal 
training programs accordingly, for both staff and Associates. Supporting the scheduling, planning and 
implementation of company away days, training programmes, workshops and seminars. 

• Developing, monitoring and implementing the company’s people management strategy  and managing the 
associated annual budgets. 

• Handling any disciplinary processes and formal grievances. 

• Setting and reviewing pay structures and employee benefits. 

• Continuously learn the latest HR best practices to improve workplace efficiency  

This job description is current at the date of issue. As and when the work of inFocus develops or changes so the 
areas of responsibility may be subject to change, and the job description reviewed. Such changes would in the 
first instance be made in consultation with the post holder.  

Personal Specification 

Essential Requirements: 

• Candidates should have at least three to five years of experience in a general HR role, such as an HR 
Assistant, Manager or HR Specialist.  

• A higher national diploma or a Bachelor’s Degree in Human Resources or Business Management or a related 
field. We will also consider candidates who have gained relevant experience and knowledge through an 
apprenticeship/ work experience and have worked their way up. 



• Experience in the end-to-end recruitment process, including writing and posting job ads on recruitment 
sites, conducting background checks on applicants and assisting with interviews and subsequent contracting 
procedures.  

• A solid understanding of the key principles of employment law.  
• Working knowledge of HR functions and best practices.  
• Excellent communication and interpersonal skills, including the ability to listen and effectively verbalise 

ideas.  
• Strong leadership skills to guide, support and motivate staff.  
• Solid ethics and morals and sound judgement.  
• The ability to remain calm in stressful situations and deal well with conflict.  
• Excellent organisational skills and is adept at organising in both an office based and remote working 

environment.  
 

Desirable requirements: 

• Membership of a professional body like The Chartered Institute of Personnel and Development (CIPD) with 
any relevant qualifications. 

• Experience in driving a strategic workforce plan. 
• Specific experience working in the professional services/ consulting sector.  
• Experience in providing change leadership, dealing with finances, working with HR information systems and 

working in a multi-cultural work environment.  
• Knowledge of relevant computer systems and software programs to support HR functions.  

Working hours 

Part time role (16-24 hours per week). This position is offered on a part-time basis, we offer flexible working 
conditions and preferably would like the candidate to work within the hours of 08:00-18:00 spread across the 
working week, Monday to Friday (although this is negotiable for the right person).  

Salary, Pension & Benefits 

The salary for the role is £34-36k pro rata per annum (according to experience). We also offer a UK company 
pension scheme and provide an ongoing programme of professional development to all staff members.  

Annual Leave 

inFocus offer 25 days’ annual leave per annum (pro rata), in line with the financial year June to July. This does 
not include UK bank holidays.  

Application Timelines & Interviews 

We hope to appoint someone for an immediate start. 

Application & Interview Process Dates  

Application for role  Deadline is Friday 15th July @ 17:00 BST 

1st round Interviews (remote) Week of July 18th 

 

How to apply 

Please send your CV/ Resume and a Cover Letter addressing the Personal Specification profile and the value you 
can bring to inFocus Consulting Ltd to: office@impactinfocus.com by Friday 15th July @ 17:00 BST 


