JOB DESCRIPTION

JOB TITLE:	HR Business Partner 

DIRECTORATE:	Service Delivery

UNIT:	Human Resources

GRADE:	6 

POST NUMBER:	1428, 1429, 1430, 1431

RESPONSIBLE TO:	Head of HR

RESPONSIBLE FOR:	Supervisory responsibility for 2 HR Advisors and 2 HR Administrators.  Line Management responsibility sits with Head of HR

MAIN PURPOSE OF JOB:

1. As a trusted strategic partner across the Council, the HR Business Partner provides a high-quality, professional HR service, advising on all aspects of people management, employment law, and organisational change. 

2. You will work closely with managers across various departments, rotating support as required to deliver practical, people-centred solutions aligned with Council policy, employment legislation, and our shared mission to serve the community effectively.

3. You will also lead and support a wide range of HR initiatives, including employee relations, workforce planning, wellbeing, and learning and development, rotating key areas of responsibility as required.

MAIN DUTIES:

Strategic HR Support
1. Provide expert advice to managers and staff on HR policies, procedures, conditions of service, employee relations, and equality, diversity and inclusion matters.
2. Coach and support managers through complex employee relations issues, ensuring legal compliance and best practice.
3. Interpret and apply employment law to develop practical, compliant policies and practices; communicate these to staff and deliver training as required.
4. Build effective partnerships with service managers, aligning HR support with corporate priorities and workforce planning needs.
5. Contribute to the development and delivery of the Council’s People Strategy and annual People Plan.
6. Lead on HR projects that support corporate priorities.
7. Draft and present HR reports to committees and senior leadership
Employee Lifecycle & Organisational Change
8. Advise on recruitment campaigns developing inclusive attraction and selection methods and effective on-boarding strategies.  Participate in the recruitment process for posts Grade 5 and above.
9. Provide case management support in areas such as performance management, discipline and grievance, succession planning, talent management, pay and reward, sickness, reasonable adjustments and settlement agreements.
10. Advise on job design and facilitate the job evaluation process.
11. Provide HR leadership on restructures, redundancy processes, and TUPE transfers, ensuring fair consultation and legal compliance, negotiating with recognised trade unions where required.
Governance
12. Support compliance with FOI, Data Subject Access Requests, internal audits, and related action plans.
13. Ensure timely completion of statutory duties, including Gender Pay Gap Report, Pay Policy Statement, and the organisational structure chart.
14. Safeguard children, young people and adults at risk and make referrals to the appropriate agency. To train and supervise staff to enable them to respond to the safeguarding needs of service users 
Learning & Development
15. Lead the design, delivery and evaluation of corporate training and apprenticeship programmes based on needs analysis.
16. Manage relationships with training providers and ensure cost-effective delivery.
Analytics & HR Systems
17. Maintain accurate HR records in accordance with data protection legislation and internal procedures.
18. Provide workforce analytics, to inform decision-making and strategic planning including establishment, sickness, recruitment outcomes, turnover, workforce profiling etc.
19. Manage HR systems such as the Learning Management System and the Absence Notification System and their service contracts, including undertaking compliant procurement exercises where required.
Engagement & Culture
20. Develop and promote staff wellbeing initiatives and engagement activities.
21. Engage effectively with staff via briefings, intranet updates, FAQs, newsletters and surveys.
Team Support and networking
22. Provide supervision and support to HR Advisers and Administrators, including coaching and task oversight.
23. Participate in regional and local HR networks to share best practice and conduct benchmarking.
NOTES

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.


PERSON SPECIFICATION

	Criteria



	Essential/Desirable
	Method of Assessment

Application
Interview
Test
Document
	

	Qualifications & Training
	Educated to degree level or equivalent experience

Chartered Membership of the CIPD or equivalent experience

	E


E
	D

	Experience

	Significant experience in a similar role, including experience of policy development, staff consultation and formal disciplinary processes to dismissal level

Proven HR generalist experience, ideally within a unionised or public sector environment.

Experience of staff management or supervision

Experience delivering training 

	E





E


D



D
	AI

	Knowledge

	Up to date knowledge of employment legislation and HR procedures

Experience managing complex casework, policy development, or organisational change initiatives.

Up-to-date knowledge of UK employment law and public sector policies.

Knowledge of terms and conditions of employment and the workforce challenges in local government

In depth understanding of equal opportunities in employment

Knowledge of Political and Democratic context in which the Council operates

In depth knowledge of the importance of confidentiality and data protection
	E



E




E



E




E


D



E
	IT























	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Strives continuously to exceed customers’ expectations
· An ambassador for equality of opportunity

Outcome Driven
· Assesses and handles risk effectively based on employment law knowledge
· Able to plan and prioritise to meet statutory and organisational deadlines
· Effectively manages resources to achieve results

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 
· Able to find innovative solutions to service challenges and assist managers develop new ways of working to meet corporate requirements

Change & Adaptability
· Takes a positive approach to successfully managing change
· Encourages others to embrace and contribute to change
	E






	

E








E










E









E
	IT


	Skills & Abilities
	Communication
· Strong written and verbal communication, including experience writing reports for senior management and committees.
· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Able to present confidently at Committee, staff briefings and training sessions
· Able to negotiate successfully to achieve objectives
· Able to influence and persuade others with tact and diplomacy
· Excellent relationship-building, coaching, and influencing skills.
· Able to deal with difficult contentious issues and emotional responses from employees
· Excellent report writing skills

Management
· Able to demonstrate the skills required to successfully manage projects
· Able to supervise staff

Team Working
· Able to build effective, supportive working relationships
· Demonstrates a flexible approach to work
· Contributes positively within a team environment
· Willing to share skills, experience and knowledge to develop other team members
· Willing to learn and assist other team members
· Able to self-motivate and work with limited day to day supervision

Quality of Work
· Strives to produce written work including committee reports of a high quality with a good attention to detail
· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing
· Demonstrates a high level of numeracy and literacy


IT/Technical Skills
· Able to use all Microsoft Office systems to a good standard 
· Able to quickly grasp the use of specialized computer packages to a systems administration level
· Able to design and deliver training courses
· Proficiency with HR systems and Microsoft Office.

Research & Analytical Skills
· Ability to analyse complex policy documents and data, and summarise accurately in clear concise reports.
· Able to assess and investigate inconsistencies in information

	E


























E





E


















E












E











E


	


	Other Requirements
	· Driving license and access to a vehicle for work purposes.
· Able to attend occasional evening & weekend meetings.
· Presents a neat and tidy appearance.
· Able to work remotely when required
	D


E

E

D

	I, DT



COMPLEXITY AND CREATIVITY

The post is generalist and will be required to provide an internal consultancy service across the whole range of the function. On a daily basis the post-holder will be juggling a diverse range of tasks.  They will deal with all levels of managers and staff on an individual and collective basis.

The role involves generating solutions to reconcile the conflicting demands of employment law, Council policy and the needs of individuals and the organisation. The post holder requires a flexible and creative approach to problem solving particularly at times of great change in the Council when the need to achieve change efficiently and in the best interests of all concerned is imperative.

Due to the nature of employee relations every situation will vary and will require an individual solution and the ability to handle contentious situations with tact and diplomacy.

The post-holder is expected to take a pro-active approach to develop communications and staff relations within the authority as well as promoting new HR initiatives.

JUDGEMENT AND DECISIONS

The post-holder will at times need to make decisions on matters which fall outside the Council's policies and procedures. They will develop policies and procedures and create new ones in response to the changing needs of the organisation and taking into consideration the operational needs of individual services as directed by the Head of HR and Customer Services.

Decisions and plans of action will be made in conjunction with managers and the post-holder will sometimes need to persuade and convince managers of the importance of courses of action which they may be reluctant to embrace. There will be a need to negotiate satisfactory outcomes between managers and staff on a range of operational and contractual issues.
 
Good judgement will need to be based on a detailed understanding of the operational systems of the Council, the functions of different units, council policy and current legislation. There will be a need to communicate with other services and management to ensure that the decisions taken are sound and are not going to have ramifications elsewhere in the Council.

There is a fine line between balancing the needs of the organisation and the individual and infringing employment law, thereby risking a legal claim against the Council. As with all law, employment law is not always black and white and is constantly changing as new case law occurs. 

The ability to interpret employment law and Council policy and apply it to different situations is an essential and regular part of the job.

Giving incorrect advice could result in severe financial loss and reputational damage for the Council.

CONTACTS (INTERNAL 75 % EXTERNAL 25%)

Internal:

All employees up to Chief Executive level
Councillors
Staff side of the Local Joint Committee
Health and Safety Advisers and the Corporate Health and Safety Group

External:

Recruitment/advertising agencies
Consultants
General public
Job applicants
Employer's Organisation
Trade Union – Representatives and Regional Officers
Training providers
Pensions
Professional HR Networks including Herts HR Leaders
HR Systems Service Providers 
Occupational Health
