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JOB DESCRIPTION Post Title:



Human Resources Manager (Employee Relations)



Employer:



Hafod Resources



Responsible To:



Head of Human Resources



MAIN OBJECTIVES OF THE POST 



To manage the provision of a proactive, customer focussed HR support service to managers and staff across Hafod in line with organisational policies, procedures, legal requirements and best practice and in accordance with the service level agreements agreed with client organisations.







As part of the HR Management Team to identify and implement solutions across a range of HR functions including workforce planning, recruitment, performance management, employee relations, talent and succession planning, compensation and benefits etc.







To provide clear leadership and management of the Employee Relations (ER) Team to ensure the delivery of a quality HR service that adds value to the business.







To develop a talent acquisition strategy and promote Hafod as the employer of choice.







To collaborate in the development and implementation of HR strategies and initiatives that are aligned with and help the business strategies of each organisation.







To work flexibly and contribute to continuous improvement of services provided by the HR service.



PRINCIPAL DUTIES HR Support 1.



To collaborate on the development and implementation of HR strategies that support business initiatives, including people planning and resourcing, performance management, compensation and benefits, and employee relations.



2.



Play a key role in leading and improving HR service performance against agreed KPI’s



3.



Coach, support and lead the ER Team on the provision of written and verbal advice across a range of HR issues including: 



Compliance with employment legislation, policy and procedural guidance to ensure consistency of application;



   4.



Performance and absence management; Recruitment; Employee relations, etc.



To assist with the development and implementation of HR policies and procedures.



Talent Acquisition 1.



Assist in the development of a talent acquisition strategy by:     



Considering HR and recruiting technology; Reviewing pre-candidate engagement – how we source and attract talent; Agreeing recruitment strategies; Defining the Hafod offer; Reviewing and aligning the recruitment process to re-branding and the job offer;



2.



To work with Senior Management Teams to promote Hafod’s reputation as employer of choice and Hafod’s employer brand.



3.



To develop, roll out and continually review corporate on-boarding and induction programmes



Transition 1.



To manage the HR input regarding TUPE transfers in and out of the business



2.



To advise and support senior management regarding organisation design and structure ensuring alignment to business strategy.



3.



To support business continuity during transition by:   



4.



Outlining the generic HR principles and processes required to support consistency and best practice; Consulting and engaging with employees to ensure they are kept fully informed and supported during the change process; Actively promoting equality and diversity standards through all transfer, selection and appointment processes.



To manage staff and resources and analyse and report on performance.



Projects 1.



To take a proactive, lead role in projects and tasks including those which may be multi-functional and multi-disciplinary e.g.   



To help define and develop an employee engagement strategy which can be aligned to the business strategies of each organisation; Development of an employee wellbeing strategy and embed across Hafod; Embed the values and behaviours framework throughout HR processes;



 2.



Help develop an empowered employee voice.



Development of HR metrics to illustrate how HR adds value to the business.



General Responsibilities 1.



To behave in accordance with the company’s values



2.



Collate and interpret management information to inform current and future peoplerelated decisions and activities.



3.



To consult, inform and coach all levels of management throughout Hafod to promote the application of good staff management practices, the early resolution of issues and the improvement of performance



4.



To promote and adhere to equality of opportunity, anti-discrimination and antioppressive practices.



5.



To ensure that Hafod complies with employment legislation and regulatory requirements at all times.



6.



To keep updated on legislative changes in employment regulations and advise management accordingly.



7.



To co-operate in complying with relevant health and safety legislation, policies and procedures in the performance of the duties of the post.



8.



To ensure compliance with Hafod’s policies and procedures at all times.



9.



To maintain confidentiality and observe data protection and associated guidelines where appropriate



The duties in this job description are not exhaustive and may be altered at any time to reflect the changing needs of the organisation.



PERSON SPECIFICATION: HUMAN RESOURCES MANAGER (EMPLOYEE RELATIONS) ESSENTIAL DESIRABLE MCIPD QUALIFICATIONS



Evidence of on-going professional updating and development



Degree



Substantial experience of delivering an efficient and effective HR service Contribution to organisational change Development and implementation of HR strategies and initiatives aligned to business strategy



WORK EXPERIENCE



Development and implementation of HR policies and procedures Demonstrable experience of operational human resources to include:  Disciplinary & grievance;  Sickness absence management;  Policy implementation;  Employee Relations;  Data management;  TUPE.



*****



Good standard of computer literacy including Word, Excel and HR packages Coaching and mentoring



SKILLS & KNOWLEDGE



Able to form positive working relationships



Quality standards e.g. IIP



Employee relations Excellent communicator at all levels Up to date with employment legislation Delivery focussed Prioritising and organising workload of self and others Proactive ‘can do’ approach People orientated and results driven Managing and leading people PERSONAL ATTRIBUTES



Discrete



*****



Attention to detail and accuracy Flexible Team Player Excellent organisational and planning skills Time management Self motivated OTHER REQUIREMENTS



Full UK Driver’s Licence and use of a vehicle



*****



PAY AND CONDITIONS: Human Resources Manager (Employee Relations) 1.



The salary for this position will be in the range of £35,082 - £40,950 per annum, dependent on experience.



2.



The hours of work will be 36 per week, as agreed with management. Please note that the Association reserves the right to alter the arrangement of these hours if it is in the best interests of the Association to do so.



3.



Your minimum paid holiday entitlement will be 28 days per annum plus bank and public holidays. In addition to the basic entitlement, staff with more than two years' continuous service at the beginning of the leave year will qualify for one additional day's leave for each following complete year of service up to a maximum of ten working days [pro rata for part time staff].



4.



You will be required to be in possession of a current valid driving licence and provide your own car. You will be reimbursed for mileage undertaken on the Association's business under the Fixed Profit Car Scheme under which the Association can pay tax free mileage allowance. For 2015/16 this allowance is 45p per mile for the first 10,000 miles and 25p per mile thereafter.



5.



Employees are entitled to join the Association's company pension scheme after three months employment with the Association [Employer contribution 10%; employee contribution 2%].



6.



Upon appointment you will become a member of the Association's group life insurance scheme which entitles your next of kin to receive a sum of money equal to twice annual salary in the event of your death whilst an employee of the Association.



7.



Eligible employees are entitled to join Hafod’s Private Health Scheme, and, on payment of the necessary contribution, extend cover to members of their family.



8.



Flexible benefits package including salary sacrifice schemes: vouchers, cycle to work scheme; telephones and computers.



pension, childcare



CLOSING DATE FOR ALL APPLICATIONS: 12:00 MIDDAY ON WEDNESDAY 9TH MARCH 2016
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