
 

 
 
 
 
 
 
 
 
 
 
 
JOB TITLE   Head of Human Resources  

REPORTS TO   Chief Financial and Operating Officer 

DIRECT REPORTS  People, Welfare and Inclusion Manager; People Services & 

Payroll Team Leader; People Services Advisor (x2); Skills 

Trainer; Internal Communications & Inclusion Coordinator 

DEPARTMENT  People 

 
BACKGROUND 

We celebrate Shakespeare’s transformative impact on the world by conducting a radical 
theatrical experiment. Inspired and informed by the unique historic playing conditions of 
two beautiful iconic theatres, our diverse programme of work harnesses the power of 
performance, cultivates intellectual curiosity, and excites learning to make Shakespeare 
accessible for all. 

The People Team at Shakespeare’s Globe works to deliver an efficient, responsive and 
customer-centric people service to support all those who work with and for the Globe as 
we continue to evolve our culture and ways of working. The People team exists to deliver 
payroll services, HR systems and reporting, recruitment, training and development, 
welfare and well-being, internal communications, induction and onboarding and general 
HR administration. Ours is a fast-paced and agile team, needing to respond quickly and 
efficiently to rapidly changing circumstances whilst delivering longer term strategy and 
high-impact programmes of activity inclusively and compassionately. 

 

PURPOSE OF JOB 

Work closely with the Senior Leadership Team to deliver the organisational, structural and 
cultural changes required to support the Globes short, medium and long-term strategies and 
plans alongside its ambitions to be an inclusive, sustainable and anti-racist organisation. 

Provide HR leadership and deliver the HR strategy for the organisation: 

• Provide timely and appropriate advice to the senior leadership team and board of 
trustees on all employment and people matters including high risk employment 
relations matters and strategic business decisions advising on potential impact both 
short and longer term. 

Internal Communications: 

• Support the People Welfare and Inclusion Manager and Directorate to ensure that 
proactive communication strategies are implemented across the Globe – ensuring that 
all employees, workers, volunteers and freelance colleagues are informed, updated 
and inspired by Globe activities and are provided with opportunities for two-way 
dialogue through employee voice mechanisms and opportunities to participate in the 
Globe’s future plans. 

 

 

 



HR Service Delivery: 

• Provide an effective generalist HR service delivering practical and effective guidance, 
advice and information to Directorate team, Senior Management Team and Heads of 
Department  

• Lead the HR team, providing strategic direction and ensuring an excellent customer-
focussed, responsive, timely and effective HR service. 

• Ensure efficient administration of the pension scheme, childcare vouchers scheme, 
cycle to work scheme, season ticket loans, employee assistance scheme and other 
benefits.  

 

People Systems, Payroll and Administration: 

• Oversee People Systems Payroll and HR administration processes ensuring an 
effective end to end process for payroll, pensions and core HR administration – 
including recruitment, induction and onboarding, holiday and absence recording, 
personnel records and employment history, time and attendance and management 
reporting and that the weekly and monthly payroll processes are effective and timely. 

 

Compliance with legislation and best practice including: 

• Immigration legislation compliance, GDPR compliance, diversity inclusion and equality 
legislation, health and safety and other statutory requirements. 

• Ensure that the Globe meets its statutory obligations in regards Health and Safety 
training, safeguarding training, data protection and disseminating codes of conduct.  

• Act as prime contact when liaising with legal advisors including immigration advisors 
ensuring compliance with the Globe’s status as a trusted tier 2 and tier 5 sponsoring 
employer.   

• Act as the Globe’s authorising officer and ensure compliance at all times and prepare 
for statutory immigration audit and be the first point of contact for any home office 
enquiries. Ensure that sponsored migrants adhere to Globe policies and work with line 
managers to ensure compliance with all immigration procedures.  

• Participate in the provision of the safe working environment by adhering to the 
company’s Health and Safety policies at all times and participating in Health and 
Safety and Safeguarding committee meetings and policy changes. 

 

Recruitment and Workforce Planning: 

• Lead on attraction, recruitment and selection strategy in order that the Globe achieves 
greater diversity across all areas of its workforce. Pro-actively assist in ensuring all 
vacancies are filled in an effective and timely manner 

• Review and suggest use of recruitment tools and channels  

• Manage specialist and senior vacancies  

• Work with Directors and Heads of Department to review department structures and 
make changes as necessary – ensuring compliance with the relevant legal 
frameworks. 

 

Reward and Benefits: 

• Oversee and coordinate the annual salary review process to include benchmarking 
and make recommendations as appropriate 

• Lead on Globe-Wide pay parity and gender pay gap action plans and reporting 

• Research, recommend and implement further staff benefits 

• Develop and maintain innovative and motivational remuneration and benefit strategies. 

 

 



Employee Relations: 

• Lead on high-risk Employee Relations cases and provide advice and guidance to 
members of the HR team ensuring a consistency of approach 

• Lead on union relationships and take ownership of the Globe’s agreement with 
BECTU and ensure a positive proactive dialogue including annual pay negotiations 
and any changes to terms and conditions of employment (Tour Guides and Ticketing 
and Sales Assistants). 

 

Training and Development: 

• Lead on all Learning and Development activity including preparation of annual training 
plans, the annual training calendar and providing strategic and operational learning 
and development programmes to support organisational plans and initiatives.  

• Oversee the annual performance appraisal process  

• Ensure the training needs of individuals are identified and met wherever possible  

• Oversee research and selection of appropriate training with external supplier as 
necessary 

• Establish a formal management development programme to identify, develop and 
retain talent  

• Establish pro-active policies and measures focussing on optimising career 
development, training and management development plans. 

 

Other: 

• Champion good management practice throughout the organisation and advise and 
support departments on systems and processes  

• Report on quarterly and annual key performance indicators for the Globe including: 
o Workforce Diversity 
o Gender Pay Gap 
o Ethnicity Pay Gap  
o Labour Turnover and Attrition Rates 
o Time to fill vacancies 
o Culture and Inclusion 
o Absenteeism 
o Employee relations case-rates and any confidential disclosures  
o Monthly wage spend to budget by department  

• Provide quarterly updates for Directorate and twice-yearly reports for the Globe’s 
Board of Trustees with regular progress updates against the stated People Plan.  

• Make appropriate recommendations where required  

• Improve employee perceptions of the organisation and monitor this via regular 
employee surveys – with particular emphasis on inclusion, diversity, Anti-Racism and 
Globe Values.  

• Coordinate and contribute to disciplinary and capability processes Policies and 
Procedures 

• Assess the need for new policies; research, recommend, draft and implement  
 

Brand Model 

• Use the Globe’s brand model to aid decision-making. Ensure that everything that we do 
is consistent with the brand using the four elements: Shakespeare for All, Curiosity and 
Learning, Our Unique Spaces and Performance to support the Cause.  
 

Business or Creative Planning 

• Creating and implementing short and longer-term business, financial and or creative 
plans that ensure the Globe sustainably achieves its strategic, financial, cultural and 
charitable aims whilst adhering to our Cause and Brand Model. 
 



 
 

YOUR PEOPLE 

• Actively promote and champion the Globe’s long-term people plan whilst supporting 
others in your department and direct reports to implement new ways of working and 
cultural change to ensure these become embedded across the organisation. 

• Be responsible for all elements of the employee lifecycle within your areas of 
responsibility and that these are consistent with the People Plan and Globe policies. 
These should include: departmental structures and succession planning, vacancy 
management, job description review, recruitment and selection, probation and regular 
performance reviews, annual appraisal and development plans; support for training and 
development activity and employee welfare to attain consistent and positive employee 
experiences across the Globe.  

• Actively support the Globe’s ambition to achieve an inclusive culture by practicing 
inclusive leadership, offering two-way communication that provides all employees with 
a voice, recognises individual contribution and respects difference.   
 

DIVERSITY & INCLUSION 

• Champion the Globe’s ambition and strategy to achieve a diverse workforce that better 
reflects all of society and the community in which we operate. 

• Establish a Globe-wide approach to increasing the levels of Diversity across all functions 
at the Globe and work with Directorate and the Anti-Racist taskforce to develop strategies 
and plans to address under-representation including: Policy development, recruitment 
practices, induction, training and ongoing learning and education and discussion forums. 
Celebrate Diversity in all forms through proactive communication and dialogue and 
training. Specific programmes to include Apprenticeship programmes, work experience 
and work placements – targeting under-represented groups, provision of training and 
learning, employee networks, championing and inclusive culture through policies, 
working practices and all employees taking ownership. 

 

FINANCIAL MANAGEMENT 

• Be responsible for day-to-day budgetary management including regular review of 
costs in keeping with the annual departmental plans and wider business planning 
process. 
 

GLOBE VALUES  

• Champion Globe Values. Advocate, recognise and lead using One Globe ways of 
working. 
 

LEADERSHIP BEHAVIOURS 

• Act as an advocate for the Globe, promoting the Cause supporting the Globe’s 
creative, education and visitor teams in their work celebrating Shakespeare’s 
transformative impact on the world in conducting a radical theatrical experiment. 

• Provide direction and support to direct line managers in the Senior Leadership Group 
enabling them to achieve their departmental objectives. 

• Working with members of the Directorate to work in a collaborative and supportive 
manner. 

• Be a role model for the Globe values.and take responsibility for establishing and 
maintaining an inclusive working culture.   

 
PERSON SPECIFICATION 

• Significant experience in a senior HR role at either Business Partner / Senior HR 
Manager / Deputy Head of HR level  

• Employment Law and CIPD qualification  

• Experience of managing other HR specialists and of business partnering  



• Strong knowledge of employment legislation and good practice  

• Experience delivering the HR function throughout a period of organisational change   

• Experience with UK Border Agency’s Points-Based System (Tier 2 and Tier 5)  

• Intermediate user of MS Word, MS Excel, and MS Outlook 

• Experience working with cloud-based HR and Payroll systems 

• Experience and good working knowledge of payroll and pensions processes  

• Familiarity with Microsoft Teams and Zoom  

• Health & Safety knowledge  
 
 
 Embodies these essential Globe ways of working:  
 

• Committed to the principles of equality, diversity and anti-racism and able to implement 
these within all areas of work. 

• Supportiveness to others.  

• Thoughtfulness, reflecting, and problem solving.  

• Influencing and communicating with others. 

• Delivering high-quality output. 
 
Other essential criteria: 

• Resilient 

• Commercially astute  

• Assertive  

• Collaborative  

• Impeccable attention to detail  

• Adaptability and able to work in a fast-paced environment with constantly changing 
priorities  

• Excellent interpersonal and negotiation skills across a broad range (including directing, 
negotiating, influencing)  

• High-level written and verbal communication skills  

• Ability to maintain appropriate balance between strategic and ‘hands on’ issues  

• Experience of arts / entertainment / hospitality / visitor attractions an advantage but not 
essential 

 
RECRUITMENT INFORMATION AND TERMS AND CONDITIONS 
Full Time / Permanent (happy to talk flexible working)  
 
[A full set of terms and conditions will be supplied with a contract of employment] 
 
Hours: 35 hours per week exclusive of lunch breaks. Additional hours may 

occasionally be required for which time in lieu may be granted. There are 
no extra payments for additional hours worked. We are happy to discuss 
flexible working arrangements.   

                           
Salary:  £63,000 per annum 

 
Benefits: Discount in the Globe shop and onsite restaurants/cafes; free entry to 

selected shows, events and activities, access to our free employee 
assistance programme via phone line and website; family friendly policies 
including enhanced maternity and shared parental leave pay; season 
ticket loans available; eye test scheme; cycle to work scheme; Littlebird 
exclusive discount; enhanced employer pension contributions after 12 
months service. 

 
 
 
The jobholder will be expected, within reason, to work such hours outside their 
normal working hours as are necessary for the proper fulfilment of the duties 
described in the Job Description.  
 



This job description is a guide to the nature of the work required of the Head of HR 
and does not form part of the contract of employment. 

 
  
As a term of employment, you may be required to perform work not specifically 
mentioned above commensurate with the scope of your role within Shakespeare 
Globe Trust. 
  


