BURY METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

	Post Title:
Human Resources Business Partner

	Department:
Corporate Core
	Establishment/Post No:


	Division/Section:
People Services
	Post Grade: Career Grade Level 3 - Grade 11

	Location:
Town Hall
	Post Hours: 
37 Hours
                         (flexi-time scheme)



	Special Conditions of Service:  
Some evening and weekend work may be required


	Purpose and Objectives of Post:

To deliver the provision of a comprehensive HR service, which facilitates the achievement of organisational goals and adds value to the employee/employer relationship.  Provide detailed HR advice on a range of complex HR matters, enabling managers to confidently respond to people management issues as they arise.



	Accountable to:
           Head of Human Resources

	Immediately Responsible to:
   Senior Human Resources Business Partner   


	Immediately Responsible for:
Transactional Co-ordinator Services (in relation to day to day transactional activity relevant to services)HR Assistant, HR Support Officer

	Relationships: (Internal and External)

Elected Members of the Council

Officers of the Council & CCG
Children, young people, parents & carers and the wider community

Representatives from National and regional Organisations

Other local authorities, Police, Health Authority, academic institutions, other public bodies

Private, Voluntary, Community and Faith sector and statutory organisations

Members of the General Public



	Control of Resources:

Stationery, office & ICT equipment

Laptop, mobile phone

	Service Delivery
· Assess and interpret complex data to gain insights about the organisation, it’s customers and its broader context.
· Partner with colleagues (across HR and in specialist area) and leaders to develop shared insights, priorities and activities as part of the organisational plan and strategy.
· Coach and build capability of managers to handle situations effectively rather than managing the issue for them.
· Work with managers and employees to provide people management and development, and legal direction, advice, challenge and support.
· Confidently advise and challenge leaders and managers based on own professional point of view.
· Apply sound people management practices to contribute to building high performing teams.
· Coach and advise managers in the optimisation of current team design to improve performance and communication.
· Work with managers to assess and identify gaps and barriers in structure, people, process or culture.
· Support managers in preparing for honest, timely communications about redundancy or performance concerns.
· Manage group and individual conversations with clarity and empathy, ensuring people are clear about the situation, steps and options.
· Lead job evaluation exercises to identify appropriate pay structure.
· Gain deeper insight into customer need or problem by questioning and exploring concerns and reviewing data in reports.
· Foster a culture of service excellence, role-model this as a customer champion and coach team to deliver customer care, including through times of change.
Employee Relations
· Administer redundancy or individual severance programmes in line with employment law, keeping appropriate records.
· Advise employees about the organisation’s values and behavioural expectations and how to raise concerns.
· Work with individuals and managers to ensure adherence to organisational values and behaviours in everyday practice.
· Support and coach HR colleagues and managers in understanding and complying with Employee Relations policies and practices.
· Encourage open and honest conversations between employees and supervisers/managers.
· Provide specialist advice and instruction to managers who are leading the resolution of Employee Relations issues.
· Take the lead on investigating and resolving employee relation issues.
· Manage & faciliate potential conflict situations to achieve a satisfactory resolution.
· Advise managers and individuals on performance management policy.
Managing Change
· Use insights about the organisation and the context to identify opportunituties, priorities and potential risks.
· Work with and influence managers through change by outlining the rationale, vision, required action and impact of change.
· Work with managers to gain insight into opportunities for efficiency improvement.
· Work with managers to complete tools and frameworks which will help define the case for change.
· Analyse data on organisation structure, accountabilities and spans of control to support the business case for redesign.
· Ensure that managers and employees clearly understand the likely  impact/ investment that will be required to make change happen.
· Plan and deliver change, identifying who will be the drivers of the proposed changes to design and how progress will be tracked.
· Identify lessons learned and further improvements needed.
· Recognise the key levers of change and recommend appropriate plans to managers.
· Anticipate and support the organisation through barriers and resistence to change.
· Act as a role model by remaining flexible, positive and open to change.
· Seek and identify ways to overcome barriers to change from the perspective of both the organisation managers and the trade unions.
Talent Management & Engagement
· Promote the value and business impact of equality, diversity and inclusion with peers and managers.
· Help managers to identify skills and capabilities they need to deliver current and future work.
· Support managers and HR colleagues in making the right resourcing choice to fill vacancies for example permanent staff member, fixed term contract, casual, agency etc.
· Support managers to conduct resourcing and talent processes to generate fair and objective decisions.
· Work with managers to succession plan for filling key positions.
· Contribute to assessment and selection approaches to enable the organisation to make informed choices about candidates.
· Explain to employees how pay and reward fits and supports overall people processes and activities, such as performance management.
· Build and feedback insights and messages about employee engagement by talking and working with employees .
· Facilitate the development of local plans for employee engagement that will address critical concerns and drive sustainable organisational performance.
· Work with managers to implement practices and tools that help build and facilitate engagement.
· Promote the use of engagement data to inform and challenge local decisions and plans.
Service Development
· Contribute to the development and implementation of people policy and process solutions to address risks and opportunities and align with HR strategy and plans.
· Keep in mind the organisations issues and priorities in all activities.
· Ensure individual contribution is in line with the team and service plan.
· Suggest ways of completing activities more effectively.
· Listen for feedback from managers and employees and feed messages to HR leaders.
· Contribute to developing relevant Employee Relations documentation, ensuring all contractual/legal documents and templates are kept up to date and in line with current legislation.
· Ensure that all activity relating to Employee Relations is consistent and in line with policy and legislation.
· Deliver comprehensive guidance to HR colleagues and managers on Employee Relations issues.
· Identify problems with current HR service which indicate ineffective design/ processes.
· Contribute to analysing the effects of legislative changes on services and implement changes to ensure compliance.
· Ensure clear accountability with team for delivery.
· Maintain continued service excellence during times of change.
· Monitor and evaluate data, information and customer feedback to ensure ongoing service quality.
Continuous Professional Development
· Build relationships and form alliances with internal and external specialists and communities of practice to keep ahead of emerging HR and specialist trends, ideas and innovations, and keep ahead of changes.
· Seek out and act on feedback and coaching to continually learn and develop as a professional.  Take responsibility for your own CPD.
General
· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies



	Job Description prepared by:

	Sign:
	Date:

	Agreed correct by Postholder:

	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:


HR Business Partner L3
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualification

Post Graduate Diploma in Human Resources or equivalent plus Chartered Member of CIPD
	(
(
	

	Experience

Significant experience of working within a busy HR office.

Experience of advising managers and/or employees on HR issues at any level.

Experience of working in an environment with frequently changing priorities.

Experience using IT systems including Microsoft Office and HR Payroll systems to produce statistics, reports and correspondence as required. 

Experience of dealing with complex situations where outcomes may no be straightforward.
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	Knowledge

Awareness of the change agenda within Public Services and the HR issues this presents.

Understanding of how local authority conditions of service for employees.

Understanding of HR policy, procedure and best practice.
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CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT

METHOD
	CRITERIA

	Interview


	Excellent interpersonal skills.



	Interview


	Ability to communicate effectively and diplomatically on a variety of levels.

	Interview


	Ability to produce written correspondence, reports and statistics to a high level.

	Interview


	Ability to co-ordinate and chair meetings.

	Interview


	Ability to work on own initiative.

	Interview


	Ability to undertake problem solving and develop initiative solutions.

	Interview


	Ability to prioritise workload where demands are frequently changing.

	Interview


	Ability to work as part of a team.

	Interview


	Ability to develop effective networks and work in partnership with other agencies. 



	Interview


	Ability to handle situations where there may be conflict and a high degree of diplomacy is required to achieve a resolution. 
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