	Job Title:

HR Business Partner
Purpose:              Deliver a first-class HR service that meets organisational objectives, working flexibly and collaboratively with stakeholders across the organisation, proactively identifying areas for service improvement.
Safety Rating:
No safety rating 
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Remuneration:
Salary Band APT&C Band 4
	1.
	Principal areas of responsibility



	
	1.1
	Champion the People and Culture agenda, which supports business growth, builds capabilities, and drives engagement in partnership with line managers/employee groups and other stakeholders.

	
	1.2
	Actively work with internal and external stakeholders to develop and progress initiatives to drive equality, diversity and inclusion.

	
	1.3
	Work closely with departments, as business partner, assisting line managers to understand and implement policies and procedures ensuring consistency of application.

	
	1.4
	To provide expert and professional advice on Human Resources issues.  Coaching and supporting managers where appropriate on employee relations issues using a problem-solving approach.

	
	1.5
	To proactively advise and support managers on the proactive management of short- and long-term sickness cases in accordance with the Managing Attendance policy and the Equality Act, liaising as appropriate with our Occupational Health Provider to maximise the contract.

	
	1.6
	To advise and support managers on restructuring their services, including support with redundancy, redeployment and early retirement cases in accordance with policy and employment legislation.

	
	1.7
	Assist in the creation and development of policies and procedures; updating as required.

	
	1.8
	Create, develop and maintain insights reporting. Researching best practice to proactively support the organisational objectives.

	
	1.9
1.10

1.11

1.12

1.13

1.14
	To participate in projects across the directorate, leading or supporting as directed and guided by the HR Manager.
Assist in the development and delivery of training in HR related topics.

To keep updated with changes in employment legislation and case law, proactively ensuring that managers are appropriately briefed on relevant changes and new legislation.
To manage the contractual documentation for new appointee, transferors and leavers.
Preparation of committee reports as required.
To carry out any other reasonable duties required.


2.     Dimensions

	2.1
	Communications



	
	2.1.1
	To represent the HR team at internal and external meetings.

	
	2.1.2
	Will be required to understand and convey complex information which may be technical or specialist.  Job holder may also need to be able to display influencing and lobbying skills within the organisation.




	2.2
	Decision Making & Problem Solving



	
	2.2.1
	Decision making will involve a mix of routine and repetitive tasks with some more complex activities such as job evaluation and researching best practice to proactively support the organisational objectives.

	
	2.2.2
	To assist managers in identify training needs and producing development plans for employees as appropriate.

	
	
	


	2.3
	Initiative & Independence



	
	2.3.1

2.3.2

2.3.3
	To proactively identify, develop and implement improvements to systems and procedures to enhance service efficiency.
Initiate point of contact meeting with Heads of Departments to give a proactive service of all aspects of employee relations.
Will be required to show a good level of initiative by leading on people processes; partnering with line managers, coaching and supporting them on employee relation issues.



	2.4
	Resources



	
	2.4.1
2.4.2

2.4.3

2.4.4
	To maintain our integrated HR & Payroll database, ensuring that accurate employee records are held, and changes are made in time for payroll deadlines.
To maintain and provide statistical and management information as required, highlighting trends to the wider HR team.
To ensure that all personal records are held securely and appropriately.

Responsible for handling and processing of considerable amounts of sensitive manual or computerised information, where care, accuracy, confidentiality and security are important.


	2.5
	People


	
	2.5.1
	Responsible for working in partnership with the wider People and Culture Directorate.

	
	2.5.2
	Promote equality, diversity and inclusion in all aspects of the role.


	2.6
	Health & Safety



	
	2.6.1
	Ensure all services comply with Nexus Health & Safety standards and policies and relevant legislation.

	
	2.6.2
	


	3.
	Statutory Duties


	
	3.1
	Responsible for carrying out duties and ensuring procedures are in place to meet legislative and company standards requirements for Nexus and in line with industry best practice.
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