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POSITION DESCRIPTION  
 

 
 

Post Title:  Head or Director of HR 
 
Salary Grade:   Competitive 
   
Other Benefits:                                   Position is pensionable with employer contribution after 12months 
 
Duration: 3 years (renewable) 
 
Base Location:    Europa Point Campus 
 
Probation Period:   12 months 
 
FTE:     0.6-1 

_________________________________________ 
 
 
GENERAL   
 
The University of Gibraltar is a not-for-profit independent tertiary institution established in Gibraltar under the 

University of Gibraltar Act 2015. Its principal mission is to respond to current societal needs as well as to shape 

personal and professional futures through the pursuit of education, training, and research. The University is 

committed to innovative partnerships with business, government, charitable foundations, healthcare and 

educational institutions.    It is a regionally facing institution that seeks to be globally engaged and recognised. 

 
 
MAIN DUTIES AND RESPONSIBILITIES 
 
Responsible to:  Vice-Chancellor 
    
The Head or Director of Human Resources provides leadership, facilitation and coordination of Human Resources 
(HR) at the University.   The appointee will play a key role in developing and improving HR procedures and processes 
as well as be responsible for the people-culture strategy of the University. 
 
The appointee will be a qualified professional who is familiar with local legislative frameworks and willing to train 
and specialise in Higher Education (HE) policies and procedures.  S/he will be an experienced HR leader with high 
levels of emotional intelligence who has a proven track record of organisational development, strategic workforce 
planning, leading successful teams and staff training. The appointee is expected to have professional qualifications 
and experience of working in both private and public sector. S/he must be reliable, self-directed,  and show a 
commitment to continuous improvement of services.  
 
Excellent written and spoken English is required. We are looking for a hardworking, highly organised individual who 
thrives in a busy environment and understands and shares the same values and goals of the University.  
 

1. PRIMARY FUNCTIONS: 
 The post-holder will: 
 

 Lead on the development and implementation of University HR policies and processes so as to achieve a 
high performing, well- motivated, well-managed University team. 
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 Lead on the University’s staff development strategy to ensure all staff members achieve their potential 
and that teams work well together, and meet the University’s strategic goals. 
 

 Oversee the University training budget in order to maximize staff development opportunities. 
 

 Develop a strategic and systematic approach to workforce planning, building the University’s capacity 

and capability to rise to the opportunities and challenges of a changing environment.   
 

 Lead on organisational development, in support of the University’s wider academic and corporate goals.  
This involves leading the University’s recruitment strategy and processes, working closely with the VC 
and DVC. 
 

 Build leadership and management capability through targeted, sustained development and by ensuring 

that this skill is a priority in new appointments.   
 

 Lead on the University’s approach to reward and recognition with the goal of attracting, motivating and 
retaining great staff. This includes the University’s strategic approach to pay and pensions. 
 

 Deal with computation of salaries for permanent and temporary staff, including liaising with staff, Income 
Tax Office and other HMGoG departments, and external payroll service provider as required on all 
matters concerned with calculation and payment of salaries, recording of salary and related records, and 
fulfilment of related statutory filing obligations   
 

 Ensure that the University has in place clear, straightforward and effective human resource systems 
which are easy for staff to use and which comply with up-to-date legislative requirements. 
 

 Develop approaches and structures for managing employee engagement effectively, including 

consultation and negotiation with the University’s trade unions.   
 

 Maintain accurate quantitative and qualitative HR related data and analysis to facilitate evaluation, 
decision making and strategic planning. 
 

 Serve on relevant University Committees and Working Groups as required. 
 

 Promote equality and diversity as vital to the University’s success.   
 
 

2. SECONDARY FUNCTIONS: 
 

 The post-holder will be asked to: As a member of staff of the University of Gibraltar, support the 
University’s major events such as Foundation Day, Beacon Lectures, Open Days, Applicant Days, 
Interviews, Clearing and other key events; 
 

 Work within the Health, Safety and Welfare at Work Act 1999; the post-holder has a legal duty to take 
responsible care for health and safety both for themselves and others who may be affected by their 
actions. They are also required to undertake health and safety training commensurate with the level 
required by the post and to take part in risk assessment procedures and the implementation of agreed 
recommended work practices within the area. 
 

 To act ethically and to uphold University’s sustainability commitment at all times.  
 

 Actively promote the mission and values of the University.  
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 Undertake any other duties and responsibilities, commensurate with the grade of the post, properly 
directed by the Vice-Chancellor. 

 
 
 
 

 
 
3. SKILLS AND ATTRIBUTES: 

Capabilities: Strong interpersonal communication and managerial skills.  

Attitude: Service-oriented; flexible, creative and hardworking. Must be prepared to work outside office 
hours as required.   
 
Culturally nimble: Able to interact in a work environment in both very formal and very informal 
contexts. 
 
Schedule: Able to deal with work demands that vary on a daily basis. 
 
Tech-Literate: Must have experience and be knowledgeable in the use of the Microsoft Office suite of 
products and other specialist programmes to assist in being able to provide the academic taught and 
research programmes on offer.  
 
Trust: Able to deal sensitively and confidentially with University student, staff and partnership 
documents and conversations.  
 
Learner: Able to understand his/her strengths as well as recognise areas which need further 
development, and actively strive to develop professional capabilities and improve University 
performance. 

 
A more detailed summary of essential and desirable attributes appears below and forms part of this position 
description, which is a guide to the work the post-holder will initially be required to undertake. It may be 
amended from time to time to meet changing circumstances by mutual agreement. It is expected the job 
description will be regularly reviewed by the post-holder and line manager. These discussions will normally 
take place during the annual Staff Performance and Development Review (SPDR). Although the base location is 
as shown, the post-holder may be required to work on any University site or associate campus.  

 

 

  
Essential [E] 

Desirable [D] 

 

1 

 

Attainment 
Qualifications and 
Knowledge 

 

 Knowledge of local employment 
legislation and best practice. 

 A Masters or relevant professional 
qualification. 
 

 
 

 A relevant undergraduate 
degree.  
 

 Fellowship of the Chartered 
Institute of Personnel and 
Development or equivalent. 

 

 Knowledge of the HE sector 
and policy environment. 
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Understanding of HE HR 
frameworks and processes. 
 
 

 

 

2 

 

 

Previous Experience 

 

 A mix of public and private sector 
experience. 

 Experience in drafting HR policies and 
procedures. 

 Experience of developing and delivering 
training on HR policies and procedures.  

 Demonstrable achievements in leading 
and supporting organisational 
development initiatives with strong staff 

training record.   

 Experience of building organisational 
capacity, capability and fitness for 
purpose through workforce planning 
and the development of appropriate 
structures and processes. 

 Experience of negotiating with trade 
unions and HR stakeholders. 

 Demonstrated resilience and 
determination in resolving challenges, 
including casework.  

 Experience in engendering a culture of 
openness and sharing. 

 

 Previous experience of working 
in a HE environment  

 

  

 

3  
Ability and 
Disposition  

 Excellent emotional intelligence, with 
the ability to create and sustain 
constructive and purposeful 
relationships with staff and students 
across the University. 

 An innovative and commercial approach 
to human resource management, with 
an ability to increase productivity and 
continuously improve services.  

 Strong interpersonal, administrative, 
organisational and 
communication/networking skills, both 

written and oral.   

 Ability to work consistently under 
pressure, prioritise work and meet 
deadlines. 

 A team-player. 
 

 
 
 
 
 
 
 
 
  
 

4  Circumstances  

 

 Ability to work flexibly to meet the 

needs of the University.   
 

 


