WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION.

	POST TITLE:
	Human Resources Business Partner. 


	GRADE:
	7

	RESPONSIBLE TO:
	 Assistant Human Resources Manager.


	RESPONSIBLE FOR:
	Human Resources Assistant.


	PURPOSE OF POST: 
	To provide human resources advice and support to managers. To develop and implement human resources projects, initiatives and procedures.
 


MAIN DUTIES AND RESPONSIBILITIES.
1 Support the senior HR Management Team with the development and implementation of the HR strategy, ensuring alignment to key business objectives and priorities of the Service.

2 Work closely with the senior HR Management team to ensure delivery of a value-adding HR service and contribute to the development of the function.

3 Provide advice and guidance to managers on Discipline, Grievance, Performance, Sickness Absence and Capability matters including assisting with investigations and advising at hearings.
4 Build effective working relationships with staff at all levels, to support their understanding of their HR obligations, and enable delivery of a robust HR practice.

5 In conjunction with the Corporate HR Manager and Assistant HR Manager, develop and implement Human Resources policies and procedures in line with changes to employment legislation and manage/contribute to HR projects.  

6 Assist managers to fulfil their departmental and district objectives and action plans by providing timely HR advice and input.
7 Continuously review all HR systems and processes ensuring they are customer focussed, streamlined, efficient and fit for purpose.
8 Support the Corporate HR Manager and Assistant HR Manager with Human Resources operational planning, self- assessment processes and the measurement of any agreed Key Performance Indicators.
9 Provide advice and guidance to all employees and managers on HR policies, procedures and terms and conditions.
10 Advise and assist management with organisational redundancy and restructuring exercises. 
11 Design and delivery of human resources training to all employees across the organisation.

12 Participate in and advise managers on the recruitment and selection process for all employees within the Authority.
13 Compose job adverts, advertise vacancies and ensure advertising spend is within the annual advertising budget.
14 Provide advice and guidance to employees and managers on maternity, paternity, adoption and shared parental leave.
15 Initiate adjustments to sick pay and state benefit payments for all employees, liaising with management regarding entitlements and extensions to pay.
16 Develop and maintain HR Team site.

17 Embed equality and diversity in all HR matters, promoting a positive culture.
18 Provide analysis of Human Resources data for management.
19 Demonstrate and uphold the service’s values and promote the organisation in a positive manner.

20 Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.

21 Responsible for ensuring any data produced in relation to the post is accurate and current.

22 Responsible for ensuring full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
23 Attend and participate in meetings as required.
24 Implement and promote the Authority’s:
a) Service Delivery Plan
b) Equality and Diversity Policies

c) Health and Safety Policies
d) Lone Working and Violence at Work Policy
e) Information Security Management System Policies

f) Safeguarding Policies

g) Business Continuity Policy and contingency arrangements.
      25
 Undertake any other duties commensurate with the post as directed 
by the Assistant HR Manager.
PERSON SPECIFICATION.

	 
	Experience.
	Essential/ Desirable.
	Source.

	1 
	Significant experience of providing professional generalist human resources advice to senior managers in a large complex organisation.
	Essential.
	Application/Selection Process.

	2
	Experience in recruitment and selection. 
	Essential
	Application/Selection Process

	3
	Demonstrable experience of advising on discipline, grievance, sickness absence and capability matters.
	Essential
	Application/Selection Process

	4
	Experience of developing and implementing Human Resources policies and procedures.
	Essential
	Application/Selection Process

	5
	Up to date knowledge of employment and equality legislation.
	Essential
	Application/Selection Process

	6
	Experience of designing and delivering human resources training.
	Essential
	Application/Selection Process

	7
	Experience of consulting/negotiating with Trade Unions.
	Desirable
	Application/Selection Process

	8
	Experience of Local Government terms and conditions of employment.
	Desirable
	Application/Selection Process

	9
	Project Management experience.
	Desirable
	Application/Selection process


 

	 
	Education and Training
	Essential/ Desirable
	Source

	10
	CIPD qualified to level 7.
	Essential
	Application

	11
	Educated to degree level.
	Essential
	Application 

	12
	Evidence of continuing professional development.
	Essential
	Application



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	13
	Excellent verbal and written communication skills.
	Essential
	Application/Selection Process

	14
	Ability to prioritise and meet conflicting deadlines.
	Essential
	Application/Selection Process

	15
	Excellent IT skills (Microsoft Packages).
	Essential
	Application

	16
	Demonstrate commitment to good data quality within all areas of work.
	Essential
	Selection Process

	17
	Demonstrate commitment to and understanding of Equality & Diversity.
	Essential
	Selection Process

	18
	Demonstrate an understanding of and ability to implement Health & Safety in the workplace.
	Essential
	Selection Process

	19
	Hold and maintain a current full valid driving licence.
	Desirable
	Application/Selection Process

	20
	Experience of using HR Information Systems.
	Essential.
	 Application/Selection Process.
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