
JOB DESCRIPTION

‘Happy to talk about flexible working’

	Job title:	
	People Partner & Service Lead

	Department:	
	People Team

	Hospice band:	
	Corporate Band B

	Reports to:		
	Head of People 

	Responsible for:	
	People Partner, People Officer & People Team Administrators.

	DBS required
	Basic



Job purpose

	The People Partner & Service Lead plays a key role in delivering Birmingham Hospice's People Strategy by leading the provision of high-quality, people-centred People services for our people, including both colleagues and volunteers, and acting as a trusted People Partner to managers and leaders across the organisation.

Working closely with the Head of People, the postholder will lead and develop the People team, ensuring the delivery of effective, customer-focused People services that support a positive experience throughout every stage of the people journey.

The role is responsible for supporting the attraction, recruitment, engagement, development, retention and recognition of our people, helping to ensure Birmingham Hospice remains a great place to work and volunteer.

Combining operational leadership with strategic people partnering, the postholder will provide expert guidance and support to managers and leaders, contribute to organisational priorities and the delivery of the People Strategy, and drive continuous improvement across People services.




Main duties and responsibilities 

	People Team – operational delivery and service development
· Lead, develop and inspire a team of highly engaged People professionals, fostering a customer-focused, relationship-based culture that delivers a high-quality, right-first-time service.
· Coach, mentor, train and support the team in providing 'first-line' advice to the workforce in the application of people, policies, procedures and systems. 
· Monitor People Service standards, service level agreements and key performance indicators, providing regular performance reporting and insights to the Head of People.
· Lead continuous improvement initiatives to enhance service quality, efficiency and colleague experience.
· Effectively deal with any escalated queries that can’t be resolved at first point of contact
· Lead and coordinate People compliance reviews, using findings to strengthen processes, mitigate risk and drive continuous improvement across People services.
· Build and maintain positive working relationships with the workforce; developing trust and credibility of the People team in the Hospice

Employee Relations and Advisory services
· Provide advice and support to managers on dealing with people management issues through the various stages of the employee life cycle, providing options appraisal and risk assessment of possible courses of action, and adopting a case management approach
· Develop manager capability through coaching, advising, and the development and implementation of interventions and programmes to ensure managers are confident, competent and supported to manage their workforce effectively – including managing change, maximising individual performance, building high performance teams, managing wellbeing and attendance, and dealing with conflict
· Advise and support change management processes and transformation projects in line with best practice
· Advise on the interpretation and application of terms and conditions of employment and other contractual requirements, policies, current legislation and codes of practice
· Ensure managers are equipped to manage informal issues with their team effectively, providing best practice advice in order to minimise escalation to formal processes, where appropriate, and ensure timely case resolution
· Provide professional advice and support to managers to undertake investigations as part of the discipline or conflict resolution process. 
· Participate in mediation, discipline, absence, grievance or other hearings or panels providing professional advice and support as necessary. 

Policy Development
· Lead the review, development and implementation of People policies, procedures and manager guidance, ensuring legal compliance, best practice and alignment with Hospice values.
· Assist in the implementation of policies and initiatives to ensure they are understood and embedded, through a variety of methods that may include promotional activities and workshops

Learning & Development
· Identify learning and development needs across the organisation.
· Design, develop and deliver engaging training sessions, workshops and learning interventions.
· Develop learning resources and guidance materials to support organisational priorities.
· Evaluate the effectiveness of training and development activities and make recommendations for improvement.
· Management of Apprenticeship Levy funding, identifying opportunities to enhance People development across the organisation.


People analytics
· Collate and provide information on key performance indicators for reporting
· Provide meaningful workforce insight and analysis to identify trends, risks and opportunities that inform organisational decision-making.
· Interpret and analyse data to plan targeted and effective next steps, e.g. EDI, absence and turnover
· Ensure that the delivery of all People information is accurate, efficient, and timely and that people data is managed professionally and in line with data protection principles. 
· Provide, monitor and analyse workforce information reports, highlighting areas for concern, proactively working with managers to put plans in place to resolve areas of concern and/or manage risks


Job Evaluation, Recruitment and On-boarding
· Deliver job evaluation advice and outcomes for new posts, regrades and for change management
· Ensure the Hospice is able to attract, recruit and retain talented people who support the delivery of our strategy, values and services.
· Engage with managers to develop recruitment strategies, resolve blockages in the process and ensure timely on-boarding of people.
· Contribute to the development and implementation of recruitment and retention strategies for hard to fill posts.
· Support people and succession planning activities to help ensure Birmingham Hospice has the skills, talent and capability needed to meet current and future organisational needs.
· Champion new and alternative ways of meeting workforce needs such as apprenticeships, traineeships, work placements, work experience, etc.

Projects
· Lead and contribute to People and organisational development projects that support delivery of the People Strategy and wider Hospice Strategy.


The postholder will deputise for the Head of People and represent the People function as required.





General duties 

	
Confidentiality 

· All employees are required to uphold the confidentiality of all information records in whatever format, encountered in the course of employment and after it. 
· All employees are bound by the requirements of the General Data Protection Regulations when, in the course of their employment, they deal with information records relating to individuals. 
Equality and Diversity 

· The hospice is committed to promoting an environment that values diversity. All staff are responsible for ensuring that they treat individuals equally and fairly and do not discriminate on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex and sexual orientation. The hospice expects all staff to behave in a way that recognises and respects diversity in line with the appropriate standards. 

Health and safety 

· All employees have a responsibility under the terms of the Health and Safety at Work Act 1974 to protect and promote their own health and that of others in the workplace. 
· All employees must comply with all hospice health and safety procedures infection control. 
· The prevention and control of infection is the responsibility of everyone who is employed by the hospice. Employees must be aware of infection control policies, procedures and the importance of protecting themselves and their clients in maintaining a clean and healthy environment. 

Information governance 

· All employees are responsible for ensuring they undertake any training relating to information governance, read the hospice’s policies, procedures and guidance documents relating to information governance, and understanding how this affects them in their role. 

Professional development 

· All employees must participate in an annual appraisal and develop a personal development plan with their line manager.
· All employees are responsible for maintaining their statutory and mandatory training.
Safeguarding children, young people and vulnerable adults 

· The hospice is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All employees and volunteers are expected to behave in such a way that supports this commitment pandemic or major incident. 
· In the event of a pandemic or major incident, the post holder may be asked to undertake other duties not necessarily commensurate to the banding of this role. This could include duties in any part of the hospice. Prior to undertaking any duties, the member of staff will have full training and induction. We won’t ask any member of staff to undertake duties for which they are not competent or where they feel unsafe in their environment or could put patients or themselves at risk.
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The job description is not exhaustive and may be amended following appropriate consultation in the light of business needs.
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PERSON SPECIFICATION

	Job title:	
	People Partner & Service Lead

	Department:	
	People Team

	Hospice band:	
	Corporate Band B



	Requirements 
	Essential 
	Desirable 
	How identified


	Education and qualifications

	· Educated to CIPD level 5 or equivalent, or specialist underpinning theoretical knowledge supported by considerable relevant practical experience. 
· Evidence of continuous professional development
	· CIPD level 7 qualified
· Accredited coaching qualification
	AF, C 

	Knowledge and experience


	· Significant generalist human resources experience at Senior HR Advisor level, with particular experience of complex ER case work such as conduct, capability, sickness absence, change management, and conflict resolution
· Considerable experience of delivering a high-quality HR customer service
· Considerable experience of managing a team to deliver an efficient, high quality, value adding service
· HR knowledge across key aspects of the CIPD profession map incorporating HR policy, performance management, well-being and diversity and inclusion
· Up to date knowledge of employment legislation, case law and HR best practice and it’s practical application
· Experience of developing organisationally fit HR policies and processes that enable managers and minimise bureaucracy
· Sound understanding of diversity issues and promoting diversity within the workplace
· Sound understanding of GDPR and data protection principles and their practical application in a People environment

	· Experience of delivering training programmes
· Experience of undertaking mediation and facilitated conversations
· Experience of i-Trent and Business Objects reporting tool.
· Functional Payroll knowledge	Comment by Estelle Dutton: Any harm leaving this im?
	AF, I, T

	Personal skills and attributes





	· Can quickly establish credibility
· Ability to develop and maintain effective working relationships, gaining commitment through collaboration, influencing and information sharing
· Achievement focussed – ability to set targets and get things done to achieve continuous improvement 
· Uses a coaching approach with managers in the resolution of people issues
· Ability to problem solve, generate new ideas and solutions
· Effective facilitation skills, supports in delivering clear and engaging presentations and development sessions.
· Can design, deliver and evaluate engaging training and development programmes for a range of audience
· Ability to develop and implement new ways of working, systems and procedures to ensure that own work and that of the team is carried out effectively 
· Excellent verbal communication skills which includes having difficult conversations 
· Good written skills in order to produce high level reports
· Ability to interpret and analyse data, identifying trends and themes, and use data to make informed decisions
· Digitally competent and able to use a variety of software packages including Microsoft Word, Excel, and Outlook
· Flexible attitude and approach, responsive to change
· Good prioritising and planning skills to ensure that deadlines are achieved under pressure.

	
	AF, I, T



A= Application form                      I=Interview                           T=Test                     C=Certificate
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