
HTA DESIGN IS A MULTI-DISCIPLINARY PRACTICE AT THE FOREFRONT OF INNOVATION IN THE 
DESIGN AND DELIVERY OF GREAT HOUSING AND SUSTAINABLE PLACES TO LIVE.

We work across the UK, and occasionally internationally, with over 200 staff based mostly in our four 
studios in London, Edinburgh, Manchester and Bristol.

We are architects, planners, masterplanners, landscape architects, interior designers, graphic 
designers, illustrators, leaders in engagement and sustainability specialists, all working in 
collaboration to design great projects for the clients and communities we serve.

Our aim is always to create great places to live and to achieve this we believe we need to create a 
great place to work. We develop the career of our people through a planned programme of learning 
and development, within a nurturing and supportive environment.

We aim to be profitable so that we can share the rewards through remuneration and staff benefits, 
and have a transparent vision for practice succession, so that all members of the team can plan career 
progression to share in ownership and management. 

Our approach to employee development and wellbeing is both informed and recognised by over 20 
year’s of being accredited by Investors in People.

HTA London
78 Chamber Street, London, E1 8BL 
T: 020 7485 8555

HTA Edinburgh
99 McDonald Road, Edinburgh, 
EH7 4NS T: 0131 344 4742

HTA Manchester
Clayton House, 59 Piccadilly, Manchester, 
M1 2AQ T: 0161 236 9185

HTA Bristol
Spike Island Artspace, 133 
Cumberland Road, Bristol, BS1 6UX

www.hta.co.uk

JOB DESCRIPTION & PERSON SPECIFICATION
JOB TITLE: HR Manager 

REPORTS TO: Managing Partner

LOCATION: London

CONTRACT: Permanent

SALARY: Competitive 



JOB PURPOSE
The HR Manager acts as the professional lead and role model for HR practice, sharing their knowledge, insight, skills 
and expertise across the business to guide and support HTA’s Partners, Managers and Employees. They are also 
responsible for the management of the HR team.

This is a generalist role covering all aspects of HR, including: recruitment & retention, employee relations & 
engagement, dispute resolution, policy & process development, organisational change management, reward and 
recognition, learning, performance management and talent development, assisting with succession planning, 
Diversity, Equality and Inclusion. 
 
Through actively participating in HTA life, the HR Manager ensures the continuous development and delivery of 
design expertise, and cultivates a culture of aspiration and excellence in all areas of the business. Striking the right 
balance between the operational and strategic emphasis, along with applied critical judgement, pragmatic thinking, 
and a proactive approach, is critical to ‘making it happen’.  
 
Operational remit 
The HR Manager will oversee and guide the work of the two HR Advisors to ensure all operational and administrative 
aspects of HR are carried out and delivered effectively, efficiently and in line with relevant policies and procedures. 
On occasions the HR Manager may also assist or cover various tasks as appropriate and necessary.

Strategic remit 
The HR Manager will work with the Managing Partner and Partner for HR to create, shape and deliver HTA’s People & 
Equality, Diversity & Inclusion Strategies in accordance with HTA’s vision, values, employer brand, and particularly the 
Business Plan of the time. 
 

KEY RESPONSIBILITIES 

Advisory 
• Lead on business-critical people initiatives relevant to HR as part of HTA’s people strategy. 

• Provide legally accurate advice and best practice guidance on people issues to the Partners and other senior 
managers, and respond to queries from HTA staff on company policy and procedures.   

• Coach, challenge and support senior managers on HR issues and use your skills to help enhance and develop 
their performance and engagement.  

• Work with the HR Advisors to continually review legislation to ensure all policies and procedures are compliant.

Recruitment, Selection and Retention 
• Design and implement effective solutions to guide the management of HTA’s processes for external and internal 

recruitment and selection in line with employment legislation and best practice. 

• Work with hiring leads to prepare job descriptions, recruitment plans and appropriate job adverts to be 
communicated through a range of mixed media and agencies in order to attract the most suitable candidates 
from a diverse talent pool.   

• Build and maintain links with architectural, HR and recruitment networks in order to capitalise on recruitment 
activities as and when required.  

• Be aware and up-to-date on market rates and external remuneration information by managing and overseeing 
HTA’s participation in benchmarking activities and conducting research.  

• As required, screen, interview, select and secure talent for HTA, including negotiation of salary, and other T&C’s 
within the remit of HTA’s employment offering.

• Oversee and ensure new staff have the correct pre-employment checks and satisfactory references, proof of 
qualifications and Right to Work documentation prior to starting their employment. 



Performance Management 
• Provide support to HTA’s people managers on their leadership responsibilities.  

• Create and oversee the management of HTA’s Performance & Development Review (Appraisal) system to 
ensure its effectiveness in supporting the needs of individuals and managers, as well as its ability to address 
performance matters.  

• Ensure performance management systems are fairly and consistently applied ensure that competency and 
capability levels meet and where possible exceed required standards.    

• Oversee levels of absence management and work with relevant line managers to address any issues.  

• Advise on and conduct investigations relating to disciplinary or grievances in accordance with employment law 
and ACAS guidance.  

Learning & Development 
• Work with the business to deliver a high-quality induction process ensuring that all new joiners receive the best 

start to their career. Specifically ensure and oversee the delivery of an effective HR Induction.  

• Produce a headline training plan following the annual appraisals and in accordance with the HR Strategy and 
Business Plan. Ensure all staff take responsibility for having an individual learning plan.  

• Research learning and development delivery options, work with relevant training providers to develop relevant 
bespoke development programmes on behalf of the practice and coordinate training delivery.  

• Oversee the evaluation of HTA’s learning and development in order to continuously improve and align learning 
to individual and business needs.  

• Support the provision of workshops relating to key HR topics and process changes. 

Other Duties: (Employee engagement, Immigration, HR Systems and Metrics, Budgets, Special Projects)
• Ensure that HR best practice, quality advice and commercially astute solutions to business challenges are put in 

place. 

• Organise and Chair HTA’s People Forum and play an active role at the Diversity & Inclusion group and any 
relevant subgroups.  

• Manage HTA’s annual Staff Opinion Survey, working with the other senior leaders and managers to analyse data 
and create appropriate action plans to support continuous improvement.  

• Annually monitor staff turnover, reasons for leaving and various other HR metrics and advise the business 
accordingly on effective measures to ensure improvement and success.  

• Effectively manage and monitor the General HR, Recruitment and Training budgets.   

• Effectively manage and monitor all HTA’s Immigration and visa sponsorship requirements in collaboration with 
the Commercial Director and assigned Immigration Advisory Agency. 

• Oversee the effective maintainance of physical and electronic HR filing systems, guiding the HR team on 
improvements that ensure confidential data is stored and managed appropriately in line with data protection 
legislation and can be maximised for HR reporting.    

• Undertake special projects related to diversity & inclusion, organisational change, health & wellbeing and 
contribute to the improvement and delivery of any other people or practice related initiatives that might be 
appropriate and beneficial to the business and its people. 



ORGANISATIONAL RESPONSIBILITIES
Where appropriate, all HTA staff are required to:

• Understand, demonstrate and apply our workplace Values: Creativity, Collaboration, Commercial Value, Care for 

each other and Continuous Improvement. 

• Establish good working relationships with both internal and external clients and provide a high quality service 

which meets their needs. 

• Take ownership of, and contribute to, internal and external communications activity both in their job role and as 

part of HTA’s overall strategic objectives.

• Demonstrate a personal commitment to embracing and promoting a positive approach to the achievement 

of acceptance, openness, and equality of opportunity at work for people from disadvantaged and under-

represented groups (i.e. such as those with disabilities, LGBTQ+ and Black, Asian and Minority Ethnic 

communities).

• Promote and develop individual and company-wide activities which support and enhance environmental 

sustainability and health and safety objectives.

• Comply with HTA’s Data Protection Policies when handling personal data in the course of employment including 

personal data relating to any employee, worker, contractor, customer, client, supplier or agent of the Company.

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of 
responsibility at the time of writing.



PERSON SPECIFICATION
 
The HR Manager is the guardian of HTA’s employer brand and a shaper of our people strategy and culture. You 
will provide leadership on HR, people related issues and policies; and work strategically to embed great people 
practices that are aligned with, and enhance, HTA’s core values. 

Our people are central to our success and as our “people person” - you’ll be critical to our and their ongoing 
success and for ensuring individuals are able to thrive.

You will be highly professional, friendly and approachable with exceptional communication skills. You will be a 
coach to our managers and leaders offering a range of appropriate HR recommendations and unique insights, 
present a variety of options, and take a fair and balanced view in decision making.  

You will play an active role in various groups and forums that contribute to improving the practice and our external 
reputation as a great place to work. 

 
 
EXPERIENCE AND QUALIFICATIONS 

• Proven extensive experience of working in a similar Generalist HR role at both a strategic and operational level and 
preferably within the built environment or other creative sector. 

• CIPD level 7 qualified is preferred and/or Chartered MCIPD. 

• Experience of managing and coaching others within a business. 

• Proven commitment to high performance and dedicated to own professional learning and development.

ESSENTIAL SKILLS AND KNOWLEDGE 

• First class interpersonal and communication skills with the ability to build and maintain strong collaborative internal 
and external working relationships at all levels.  

• You have the confidence and gravitas to act as a trusted advisor, and the ability to lead, coach and counsel 
colleagues at all levels and understand aspect of human behaviour.

• Strong team management skills with the ability to delegate effectively.

• Business-minded and commercially astute - starting with the business goals first and aligning people directly to 
add strategic value.

• Excellent attention to detail with the ability to apply creative and practical thought and energy to projects.  

• A calm disposition and self-aware with the ability to deal with challenging environments and situations with ease 
and confidence. 

• An astute decision maker and able to prioritise effectively with the ability to weigh up options and priorities and 
provide clear, informed and knowledgeable advice.

• Able to solve problems effectively and creatively: “find a way or make a way” - not afraid to challenge the status 
quo.

• Strong organisation and prioritisation skills and the ability to manage time well and meet deadlines. 

• Able to use initiative and work independently and collaboratively as part of a team. 

• Strong analytical, report writing, and presentation skills. 

• Able to Chair and control discussions well, applying good listening and negotiation skills where necessary.  

• Proactive with the ability to take full responsibility for one’s own work, leading and guiding the work of others 
where necessary.  



PERSON SPECIFICATION

ESSENTIAL SKILLS AND KNOWLEDGE CONTINUED.... 

• Adaptable and flexible.

• Results-driven and determined to succeed. You strive for excellence in everything you do and don’t accept 
mediocrity in yourself or the team around you.

• Financial awareness, with the ability to manage budgets. 

• Sound Microsoft Office applications skills and knowledge (e.g. Outlook, Excel, Word). 

• A sound working knowledge of employment law and best HR practices.  

• Knowledge of diversity and Inclusion best practices.  

• Good knowledge of health, safety and wellbeing at work.


