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Human Resources Senior Manager
Job Details
	Title:
	Human Resources Senior Manager 

	Reporting to:
	Chief Financial Officer 

	Salary range:
	Dependant on experience

	Basis:
	Full time (35 hours) Monday – Friday 

	Location:
	London, Somerset House, Hybrid 

	Closing date:
	29th July 2026



About Us
This is an opportunity to join a well-established and respected artist and project management agency.
Innovation, expertise and responsiveness have been the hallmarks of HarrisonParrott ever since its foundation in 1969 when Jasper Parrott and Terry Harrison pioneered a new approach to artist and project management. Today, that restless and challenging spirit is as strong as ever.
We operate internationally through the HarrisonParrott Group and associated companies, with offices in London, Munich, Paris and Madrid. While our main focus is classical music, we also work with other art forms, including ballet and theatre, and have an in-house boutique agency, Polyarts, that manages artists from a wider range of music genres.
We seek people who match our ambition and who are keen to play a key role in the future of the Arts.

Job Purpose
To provide effective, responsive and professional HR generalist support across HarrisonParrott and its associated companies. The postholder will lead the day-to-day delivery of HR operations, providing expert advice and guidance to managers and employees across the full employee lifecycle. They will oversee recruitment, onboarding, employee relations, performance management, HR systems, compliance and policy implementation, ensuring that people processes, documentation and records are managed consistently, accurately and in line with company policies and employment legislation.



Working closely with an external HR consultancy, the role will support the delivery of strategic people initiatives while drawing on specialist expertise for complex employee relations matters, organisational change, employment law advice and broader people strategy. The postholder will act as a trusted partner to managers, helping to foster a positive workplace culture and delivering a high-quality HR service that supports the organisation's long-term objectives.

Key Accountabilities
HR operations and employee support
· Act as a key internal HR contact for employees and line managers, providing timely guidance or signposting on HR policies, procedures and processes.
· Support day-to-day HR administration, correspondence and record keeping across the employee lifecycle.
· Coordinate starters, leavers, changes to employment, probation, absence and leave processes, ensuring records are accurate and up to date.
· Maintain confidentiality and handle sensitive employee information professionally.
· Escalate complex or higher-risk matters to the CFO or external advisers as appropriate.

Employee relations and manager guidance
· Support managers with employee relations matters, including probation, absence, performance, conduct and informal workplace concerns.
· Prepare letters, meeting notes, review documentation and follow-up actions under guidance where required.
· Provide practical guidance to managers on applying policies consistently and fairly.
· Track ER actions, deadlines and follow-up points so matters are progressed effectively.
· Identify where specialist HR or employment law guidance is required.

Recruitment and selection
· Coordinate recruitment processes, including job description preparation, advertising, candidate communication, longlisting, interview scheduling and administration.
· Support hiring managers with shortlisting documentation, assessment tasks, interview packs and recruitment records.
· Ensure recruitment processes are inclusive, consistent and aligned with agreed recruitment guidance.
· Use the applicant tracker system to progress recruitment and track and maintain recruitment records. 
· Coordinate offers, references, new starter information and associated recruitment administration.




Onboarding, induction and employee lifecycle
· Coordinate onboarding activity, including HRIS setup, new starter welcome information, induction schedules and relevant employee documentation.
· Work with Operations, IT, Finance and line managers to support smooth employee onboarding and offboarding.
· Ensure new starter files, references, contracts, job descriptions and related records are stored appropriately.
· Support probationary review processes, including reminders, forms, manager guidance and confirmation letters.
· Help managers and employees navigate HRIS self-service processes, leave requests and personal data updates.

HRIS, data and reporting
· Maintain accurate HR records in the HRIS and associated HR folders, including contracts, job descriptions, leave, absence, probation and performance documents.
· Support HRIS administration and the transition or improvement of HR systems where required.
· Produce routine HR reports and data checks for absence, recruitment, onboarding, probation and employee records.
· Ensure HR information is handled securely and in line with data protection requirements.

Policy, handbook and HR projects
· Support the review, maintenance and publication of HR policies, handbook content, HR Hub guidance and employee communications.
· Assist with people projects including performance review processes, training coordination, wellbeing initiatives and HR process improvements.
· Prepare employee communications, templates, guidance notes and process documents.
· Keep HR guidance practical, accessible and consistent for managers and employees.

General
· Build positive working relationships with colleagues across HarrisonParrott and associated companies.
· Maintain a professional, responsive and service-focused approach to HR queries.
· Provide administrative and project support across the HR function as required.
· Undertake ad hoc duties consistent with the role and level of responsibility.




Benefits
· 25 days of paid holiday per year (pro-rated) in addition to statutory bank and public holidays.  5 of these days are to be taken during the office closure period in December.  Increasing to 28 days after 5 year’s service.
· 1 paid moving day per year.
· Company Pension Scheme.
· Annual ticket allowance for Polyarts and HarrisonParrott artist events. 
· Flexible working, starting and ending times.
· Somerset House Residents benefits. 
· Hybrid working and flexible working policy. 

Additional Information
 We are an equal opportunity employer and value diversity. We welcome applicants from all backgrounds. Completed applications should be sent via our recruitment partner website: https://careers.fitzgeraldhr.co.uk/postings/a2367a47-17c3-43f5-a8e3-71065bb5384c by the closing date specified. If you require any reasonable adjustments during the recruitment process, please contact the HR department at hr@harrisonparrott.co.uk.
Person Specification
This role would suit a Senior HR Manager or a highly experienced HR Manager seeking the next step in their career. The successful candidate will have strong generalist HR experience, excellent judgement, and the confidence to work independently while building effective relationships with managers and employees at all levels.
Skills and experience
	Criteria
	Essential
	Desirable

	Experience working in an HR Manager or Senior Manager role. 
	✔
	

	Good working knowledge of HR processes across recruitment, onboarding, employee records, probation, absence and performance.
	✔
	

	Experience supporting employee relations matters and knowing when to escalate complex issues.
	✔
	

	Strong written communication skills and ability to draft accurate HR correspondence.
	✔
	












	Excellent organisation skills and ability to manage multiple priorities, deadlines and confidential tasks.
	✔
	

	High level of accuracy and attention to detail.
	✔
	

	Confident using Microsoft Office and HR systems, with ability to maintain accurate digital records.
	✔
	

	Professional, approachable and discreet, with strong interpersonal skills.
	✔
	

	Understanding of equality, diversity and inclusion in recruitment and employment practice.
	✔
	

	CIPD qualification or working towards.
	✔
	

	Experience using HRIS platforms such as Remote, HiBob or similar systems.
	✔
	

	Experience in arts, culture, music, creative industries or a comparable organisation.
	
	✔

	Experience coordinating assessment days, recruitment tasks or multi-stage interview processes.
	
	✔

	Experience supporting training, performance review cycles or employee wellbeing initiatives.
	
	✔
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