












People and Culture Manager 

Directorate:
Reporting to:
Direct Reports:
Hours:

Pay Band:

People & Culture 
Head of People and Culture
HR Advisor
37.5 hours per week with very occasional evening, 
weekend and bank holiday working
E (Operational Manager / Senior Technical Specialist- 
advanced levels of skills both general and specific with line 
managerial responsibilities) £33,000 to £37,499)

Main Purpose of the Role

• Contribute to and support the development and drive the successful implementation and 
delivery of the People and Culture strategy in line with the organisation’s strategic business plan.

• Support, influence and work collaboratively with our managers to deliver their strategies and 
plans, through outstanding people leadership and development. 

• Provide expert HR & guidance to managers and their teams. 

• Leading on our in-house and external training provision and the Health & Wellbeing plan.

• Support the Head of People and Culture in ensuring all aspects of our People and Culture 
strategy is underpinned by a focus on Equity, Diversity, Inclusion and Social Justice.

• Effective line management of the HR Advisor.



Key Responsibilities

Strategy 

• Work with the Head of People and Culture to develop and deliver the organisation’s 
People and Culture strategy across the whole employee lifecycle, including talent 
acquisition, learning and development, employee engagement, compensation and 
benefits, talent management, HR information systems (HRIS).

Recruitment, Retention & Wellbeing 

• Ensure the successful delivery of the end-to-end lifecycle for employees and volunteers:

➢ Provide advice and Recruitment Training to managers. 

➢ Support interviews as required. 

➢ Support the onboarding & induction of new starters.

➢ Develop and implement processes to capture exit data and make recommendations.  

• Alongside People and Culture colleagues, support managers & their teams to embed the 
organisations values, drive positive change and employee engagement.

• Support the People and Culture Advisor to deliver employee engagement initiatives such 
as employee surveys and the review of employee feedback and data and support 
leadership teams to develop and deliver improvements, with the aim of creating a 
supportive working environment and engaged culture.

Talent & Performance Management  

• Work with the Head of People and Culture to develop and implement effective 
performance management process enabling managers to further and retain key 
performers/top talent and to address and proactively manage poor performance. 

• Support the development of effective training and development plans are implemented 
and supported across the organisation at all levels.

• Design and deliver training and advice that empowers Managers to create and sustain 
high performing teams that demonstrate our organisational values.



Employee Relations 

• Provide appropriate and pragmatic advice and support, to managers on all employee 
relation issues to ensure cases are managed in line with our values and appropriately 
minimise risk to the organisation including, absence, grievance, performance, 
disciplinary and appeal.

• Identify and implement solutions to any trends in employee relations issues. 

• Work with the People and Culture Advisor and Head of People and Culture to proactively 
advise and upskill managers on the latest employment law and best practice. 

• Work with the Head of People and Culture and the People and Culture Advisor to support 
our leadership team to review and implement appropriate workforce planning including 
team structures and job role design.

Wellbeing and supporting our people

• Contribute to the development of and lead on the implementation of positive health and 
wellbeing initiatives. 

Policies and Procedures

• Contribute to the ongoing development and review of organisational policies in line with 
current legislation and Norwich Theatre Values.

• Recommend new policies and procedures and support their implementation.

Equity, Diversity, inclusion & Social Justice

• Work collaboratively across Norwich theatre to promote a culture of inclusion, removing 
barriers, and working with stakeholders including Inclusive Employers and Attitude is 
Everything to develop and implement clear inclusion action plans.

Learning & Development

• Lead on the design, delivery and facilitation of People management Training sessions for 
Managers and Employees. 

• To support the Creative Engagement team to coordinate work experience placements. 

• Support the People and Culture and Payroll team on all general HR administration tasks 
and updating of the HR System ensuring we are proactive and efficient in all areas. 

• Work with People and Culture team to undertake continuous development our HR 
administration, systems and processes to ensure we are providing the most effective and 
streamlined process to our employees and managers.



Personal Development 

• Maintain up to date professional knowledge of the latest employment law and best 
practice.

• Continue to develop own skills and knowledge through networking, training and 
continued professional development. 

Organisational Wide Responsibilities

• To demonstrate and promote our core values of Creativity, Impactfulness, Honesty, 
Kindness, Inclusivity and Bravery.

• To seek to advance Norwich Theatre’s vision.

• To ensure you are always an ambassador for Norwich Theatre’s mission.

• To comply with all Norwich Theatre policies including Safeguarding, Equal Opportunities, 
Health and Safety, IT, Data Security and Protection

• To undergo any training necessary to fulfil the duties of this role and to develop its 
contribution to the organisation.



Person Specification

Criteria Essential Desirable

Qualifications • Level 5 or Level 7 CIPD or 
demonstrable experience 

• CIPD Membership (Annual 
membership fees are reimbursed)

Experience & 
Knowledge 

• A strong working knowledge of the 
latest employment & case law and 
best practice processes

• Significant experience providing 
advice on complex employee 
relations issues.

• Experience of and an interest in 
Equity, Diversity, inclusion and Social 

Justice
• Knowledge of current approaches to 

wellbeing in the workplace and 
promoting a healthy work life 
balance

• Experience of leading and delivering 
HR/People management projects or 
initiatives

• Experience of working in a 
cultural and/or arts 
organisation

Attributes • Ability to promote our values, and 

workforce culture focussed on 

wellbeing and happiness.
• Ability to manage diverse 

personalities and viewpoints.

• Empathy and the ability to build 
relationships and collaborate with 

others at all levels. 

• Confident in constructively 
challenging others and presenting 

own evidence-based views and 

opinions. 
• Ability to evaluate available solutions 

and provide risk assessed options

• Interest and passion for the 
Arts & Theatre

Skills • Ability to work using own initiative. 

• Ability to develop and present 

internal training 
• Effective people management and 

coaching/mentoring skills

• Excellent communication skills both 
verbal & written.

• Excellent attention to detail  

• Project management skills
• Resilience with the ability to 

prioritise competing demands.

• Strong IT Skills with the ability to 
analyse and interpret data 

This description is not exhaustive & may change to meet the needs of the business as the strategic 
vision for the department & organisation evolves. The post holder may be required to perform duties 
outside of this as operationally required, but within reasonable scope of this role at the request of 
the relevant manager or director.
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