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	Job title: Associate HR Business Partner
Reporting to: HR Operations Manager
Base: Hybrid working - working between home, College sites

	Hours: 37 hours per week, 52 weeks per year 
Contract Type: Support
Holidays: 20 days per year plus service increases and 6 College closure days where applicable and 8 statutory days
Salary: £35,537 per annum


	Job Purpose
To provide specialist advice on all employment matters relating to staff and the provision of a high quality, proactive and efficient HR service and to participate in the preparation and delivery of HR related training

	Key Responsibilities
· Act as the first point of contact to provide support, advice and guidance to managers and staff on a range of HR related issues, including attendance management, disciplinary, grievance, capability and bullying and harassment cases ensuring a consistent approach.
· Work closely with HR Business Partner team to support organisational change including redundancy processes and all other HR related issues
· Participate in project work related to HR and performance management functions
· Provide timely and up to date advice to managers and staff on the interpretation of policies and procedures, national and local agreements and employment legislation.
· To act as a point of reference and to provide advice on queries on terms and conditions of employment including salary, annual leave, sick leave, maternity leave etc.
· To manage a caseload of ER cases including the carrying out of investigations.
· To support managers/HRBP’s in the management of individual sickness absence cases liaising with OH, where necessary.
· Participate in the preparation and delivery of HR related training as and when required,
· To work with the HR Manager and HRBP’s in developing HR policies and procedures.
· Ensure that the organisation's values and behavioural expectations are embedded in the people management processes, policies, and communications and support the required interventions to embed them within the organisation.
· Foster a culture of diversity, inclusion and equality ensuring compliance with statutory requirements and best practice.
· Represent the Department at College meetings, AoC conferences, workshops etc as and when required.
· Participate in cross-college development work as a representative of the Department.
· Exercise integrity in respect of confidential matters and personal/sensitive information, ensuring that HR records are kept in accordance with GDPR.
· Attend meetings and participate in staff training events to maintain relevant skills and knowledge as appropriate.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College's workload.





	PERSON SPECIFICATION

	Competencies

Essential
· Strong interpersonal skills with the ability to quickly build effective working relationships with internal and external stakeholders
· Able to work on your own initiative and collaboratively 
· Commitment to equality, diversity, and inclusion to ensure our workforce reflects the communities we serve
· Effective communicator both in writing and in person
· Ability to forge good working relationships with colleagues at a senior level
· Positive attitude and ability to deal with change
· Resilient, able to multi-task and work under pressure
· IT literate and competent using the MS Office suite and HR software programmes
· HR Technical skills within:
· Employee engagement
· Employee relations 


	Knowledge & Experience

Essential
· Up to date with HR best practice and current HR legislation
· Successful change management experience

Desirable
· Knowledge of the FE sector in relation to HR practice


	Qualifications - You are required to provide valid certificates as proof of all qualifications

Essential
· Level 3 CIPD qualification or equivalent
· Level 2 English and Maths qualifications (GCSE or equivalent)

Desirable
· Level 5 CIPD qualification or willing to work towards with support
· Workplace Mediation Certificate
· Level 2 IT
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