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If you want to make a real difference to local communities, Groundwork North
Wales offers a uniquely challenging and stimulating working environment.
Every part of Groundwork North Wales is working towards a shared vision and
many people gain true job satisfaction from knowing their work is helping to
transform their local communities.

We are committed to building a diverse team with a variety of backgrounds,
skills and views. The more inclusive we are, the better our work will be.
Equality, diversity and inclusivity is central to our mission and to our impact.

groundworknorthwales.org.uk

01978 757 524  

hr@groundworknorthwales.org.uk

Groundwork North Wales



Are you passionate about people and want to work in a growing
team in a Charity that makes a difference every day to people’s
lives and the environment? 

Then joining the Groundwork North Wales Group could be just
what you have been looking for! 

We are looking for an HR Manager with excellent organisational
and communication skills alongside a strong understanding of
employment legislation and its application in the workplace. If this
sounds like you then we look forward to discussing your
application!

HR Manager
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Over the past 12 months, Groundwork North Wales has received several accolades that
pay tribute to the team’s achievements in enriching the lives of the people they work with,
energising communities, and safeguarding the environment.
Investors in People | Third Sector Employer of the Year 2024 -Groundwork North Wales
was shortlisted in the award for Third Sector Employer of the Year.
Investors in People | Community Employee of the Year 2024 - Aaron Jones, a valued
member of our Youth Team, was shortlisted for the award for the community employee of
the year.
Reuse Network Awards | Organisation of the Year 2024 - Refurbs was a finalist in the
Reuse Network Awards in the ‘Organisation of the Year’ category. A category that
recognises a reuse charity or social enterprise that has made a great achievement in the
past year.
Social Business Wales Awards | shortlisted for the Social Enterprise of the Year category in
the Social Business Wales Awards 2024.
WISE100 Women | Karen Balmer, our CEO, has been named in the top 100 WISE100
Women in Social Enterprise 2025 List. The list brings together the UK’s 100 leading
women in social enterprise, impact investment and mission-driven business.
SE100 | Groundwork North Wales group was listed as one of the top 100 social
enterprises in the UK for the 5th year running.

Achievements 2024-25



Job Title: HR Manager
Location: Groundwork Offices, Wrexham
Responsible to: Head of HR & Governance 
Number of hours per week: 37.5 (Monday to Friday)
Salary: £32,000

Job Description

Purpose of the job

Reporting to the Head of HR & Governance, the HR Manager will take responsibility for
the operational delivery of the Groundwork North Wales Group’s HR activities and
initiatives. With a strong knowledge of all aspects of HR, the postholder will provide
proactive, practical support on day-to-day operations across the Group. 

Summary of Main Responsibilities

Manage complex employee relations casework including dispute resolutions,
disciplinaries, grievances, absence and redundancy.
Provide advice and guidance to line managers on terms and conditions of employment,
employee relation matters and performance management, providing support for
individual cases.
Support the monthly payroll process and submission to payroll providers, ensuring
accurate HR records are maintained for the preparation of these. 
Initiate and support the recruitment process – this may include writing job
descriptions, preparing interview questions, collating applications, arranging
interviews, interviewing and monitoring EDI forms etc.
Carry out the onboarding and induction processes for all new starters including
communication and liaison with other Managers as applicable.
Participate in the implementation of specific projects, procedures and guidelines to
help align the workforce with the strategic goals of the organisation.
Continuously monitor and review HR policies and processes and identify and
implement changes where necessary in conjunction with the Head of HR &
Governance. 
Support the Group’s performance management processes ensuring the timely
completion of probationary period reviews and annual appraisals. 
Manage long and short-term absence including referrals to occupational health and
resolution recommendations.
Conduct exit interviews and manage the exit process for leavers. 
Manage the Disclosure & Barring Service process where applicable for staff and
volunteers.
Ensure mandatory training is completed and refreshed when required, ensuring the
accurate recording of relevant data and certificates.
Ensure accurate and confidential HR records are maintained and kept up to date using
the Group’s HR software.



Deliver any requirements for shared HR services within the Federation, ensuring SLA /
contracted commitments are met.
Monitor Equality (Equity) Diversity and Inclusion during recruitment and ensure all new
staff undertake EDI awareness training.
Undertake an annual EDI survey using results to improve policy and employee satisfaction.
Prepare reports for SMT and Board as advised by the Head of HR & Governance.
Ensure compliance with the organisation’s Health & Safety Policy and other established
policies and procedures.
Any other reasonable duties as may be requested by your line manager.

This list is not an exhaustive list of duties as the role may change from time to time to meet the
requirements and objectives of the team.

Person Specification
Essential Desirable

Knowledge & Experience

CIPD level 5 or equivalent.
Significant experience of working in HR
role. 
Excellent organisational and
communication skills.
Solid knowledge of employment
legislation and its application.
Experience managing and maintaining HR
systems and reporting tools.
Excellent IT skills, including Microsoft
Office 365, Excel, HR and payroll cloud-
based systems.
Experience in maintaining accurate HR
records and handling confidential
information in line with data protection
legislation.
Practical knowledge of employee relations
processes, including handling complaints,
grievances, and disciplinary procedures.
Familiarity with payroll processes and
working collaboratively to ensure accurate
payroll data.



People

Commitment to equality and diversity and
Inclusion.
Experience of liaising with outsourced HR
support services, providing HR guidance
and support to managers, particularly in
volunteer and employee management
matters. 
Strong understanding of UK employment
law and GDPR, with a willingness to learn
and apply policies correctly.

Judgement & Initiative

An enthusiastic, proactive, and self-
motivated ‘can do’ attitude.
Ability to manage difficult situations and
work with those involved to find practical
solutions.
Composed under pressure with an ability
to deal with unpredictable situations.
Demonstrate attention to detail.
Ability to identify individual HR risk at
individual and organisational level and
raise concerns.

Communication

Excellent communication skills both in
written form and in person with the ability
to write clearly, logically, concisely and
appropriately for all audiences.

Ability to communicate
through the medium of
Welsh.

Other

A commitment to the vision and values of
the organisation.
Full driving licence and access to own
vehicle.
Ability and willingness to travel across the
UK.
Appreciation and understanding of Welsh
heritage and culture.



Benefits 
25 days annual leave per annum, plus bank holidays
Pension contribution 
Flexible working, subject to business need
Sickness absence scheme
Mobile phone for business use for relevant roles
Financial support with professional membership
fees
Free onsite parking
Employee Assistance Programme



How to apply
We are committed to building a diverse team with a variety of backgrounds, skills and
views. The more inclusive we are, the better our work will be. Equality, diversity and
inclusivity is central to our mission and to our impact. We are happy to consider applicants
who may be interested in exploring job share arrangements.

For an informal discussion about this role, please contact Karen Balmer or Christine
Bowyer on 01978 757524 .

How to apply: please send a CV and a covering letter explaining why you feel you would
be suitable and how you meet the requirements of the person specification to
recruitment@groundworknorthwales.org.uk

Closing date: Wednesday 6  August 2025 @5pmth

Interviews: Expected to be held on Thursday 14  /Friday 15  August 2025th th

Please note, we reserve the right to close this vacancy earlier than the specified closing
date if we are in receipt of sufficient applications. We therefore encourage applicants to
apply early if you wish to be considered for this post.


