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�
�

Title 
HR Business Partner Band B    

Chief Executives Department 
 

Post Ref. 
      

Job Purpose 
7R�RSWLPLVH�WKH�SHUIRUPDQFH�DQG�LPSDFW�RI�VHUYLFH�GHOLYHU\�WKURXJK�WKH�SURYLVLRQ�RI�SURIHVVLRQDO�+5�DGYLFH�UHJDUGLQJ�HIIHFWLYH�SHRSOH�
PDQDJHPHQW�DQG�ZRUNIRUFH�VWUDWHJ\��� � � � � �
�

Key Responsibilities 
�
��� 7R�SURYLGH�KLJK�OHYHO�VSHFLDOLVW�DGYLFH�LQ�UHVSHFW�RI�WKH�UDQJH�RI�
HPSOR\HH�UHODWLRQV�LVVXHV��LQFOXGLQJ�FDVHZRUN�DQG�DVVRFLDWHG�
DFWLYLW\��

�
��� 7R�VXSSRUW�ZLWK�WKH UHYLHZ� GHYHORSPHQW��DQG�LPSOHPHQWDWLRQ�RI�

+5�VWUDWHJ\�DQG�SROLF\��LQFOXGLQJ�ZRUNIRUFH�SODQQLQJ��
�
��� 7R�DWWHQG�DQG�FRQWULEXWH�WR�LQWHUQDO�+5�DQG�FURVV�VHUYLFH�
ZRUNLQJ�JURXSV��IRUXPV�DQG�H[WHUQDO�PHHWLQJV�DV�UHTXLUHG��

�
��� 7R�GHSXWLVH�IRU�6HQLRU�+5�%XVLQHVV�3DUWQHUV��DV�UHTXLUHG��

�
��� 7R�VXSSRUW�MRLQW�FRQVXOWDWLRQ�SURFHVVHV��LQFOXGLQJ�DWWHQGDQFH�DW�
GHSDUWPHQWDO�-RLQW�&RQVXOWDWLYH�DQG�1HJRWLDWLQJ�3DQHOV�DV�
QHFHVVDU\��

�
��� 7R�SURYLGH�DGYLFH��JXLGDQFH�DQG�WUDLQLQJ��LQFOXGLQJ�FRXUVH�
GHVLJQ��RQ�+5�SROLF\��SURFHGXUH�DQG�HPSOR\PHQW�ODZ�LVVXHV��

�
��� 7R�SURYLGH�VXSSRUW�DQG�DGYLFH�WR�PDQDJHUV�DQG�VFKRRO�OHDGHUV��

JRYHUQRUV�RQ�LPSOHPHQWLQJ�RUJDQLVDWLRQDO�FKDQJH��LQFOXGLQJ�WKH�
DSSOLFDWLRQ�RI�WKH�UHTXLUHPHQWV�RI�783(���

Key Accountabilities 
�
��� 7R�VXSSRUW�WKH�PDQDJHPHQW�DQG�GHOLYHU\�RI�WKH�+5�

6HUYLFH���
��� 7R�WDNH�GD\�WR�GD\�UHVSRQVLELOLW\�IRU�WKH�PDQDJHPHQW�RI�
WKH�FDVHZRUN�DFWLYLWLHV�LQ�WKH�WHDP���

��� 7R�SURYLGH�DGYLFH�VXSSRUW�WR�PDQDJHUV�RQ�PRUH�FRPSOH[�
HPSOR\HH�UHODWLRQV�LVVXHV��

�
�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�



7LHU���±�6HQLRU�3UDFWLWLRQHUV�

�

Person Specification 
�

Education and Knowledge 
�
��� 0DWKHPDWLFV�DQG�(QJOLVK�*&6(��JUDGH�&�RU�DERYH��RU�HTXLYDOHQW��
��� 5HOHYDQW�+5�TXDOLILFDWLRQ�RU�ZRUNLQJ�WRZDUGV�0&,3'�RU�
HTXLYDOHQW��

��� &RPPLWPHQW�WR�RQ�JRLQJ�SHUVRQDO�	�SURIHVVLRQDO�GHYHORSPHQW��
�

Personal skills and general competencies 
�
4. Sets an excellent example of customer care for other staff. 
 
5. Effectively sets direction for a team providing motivation for all to 

deliver high performance. 
 
6. Anticipates customer needs and takes ownership of the 

resolution of issues  to provide excellent service continually 
striving to improve efficiency and effectiveness 

 
7. Sets challenging targets for performance for the team as well as 

delivering a high degree of personal effectiveness 
 
8. Ensures the Council’s policies for fairness and respect are 

delivered including setting high personal standards 
 
��� Takes an active role in managing risk, health and safety and 

safeguarding issues.�
�

����$ELOLW\�WR�FRPPXQLFDWH�HIIHFWLYHO\�DW�DOO�OHYHOV�ZLWK�LQWHUQDO�DQG�
H[WHUQDO�FXVWRPHUV�LQFOXGLQJ�QHJRWLDWLRQ�FRQFLOLDWLRQ�VNLOOV��
�

����$ELOLW\�WR�GHYHORS�DQG�PDLQWDLQ�HIIHFWLYH�SURIHVVLRQDO�
UHODWLRQVKLSV�ZLWK�FXVWRPHUV�DQG�VWDNHKROGHUV�DQG�DEOH�WR�
SUHVHQW�UHDVRQHG�DUJXPHQWV�LQ�UHODWLRQ�WR�FRPSOH[�LVVXHV��ERWK�
YHUEDOO\�DQG�LQ�ZULWLQJ��
�

����$ELOLW\�WR�DQDO\VH�FRPSOH[�WHUPV�DQG�FRQGLWLRQV�IRU�D�UDQJH�RI�
RFFXSDWLRQDO�JURXSV�DQG�IRUP�D�UDQJH�RI�UHFRPPHQGDWLRQV�WR�
GHDO�ZLWK�FRPSOH[�VLWXDWLRQV��
�

����(IIHFWLYH�SULRULWLVDWLRQ�VNLOOV��
�

Experience 
�
����$�PLQLPXP�RI���\HDUV¶�H[SHULHQFH�LQ�SURYLGLQJ�+5�VXSSRUW��
DGYLFH�DQG�JXLGDQFH�WR�PDQDJHUV�WR�LQFOXGH�H[WHQVLYH�
H[SHULHQFH�RI�WKH�IXOO�UDQJH�RI�FRPSOH[�FDVHZRUN��
�

����([SHULHQFH�RI�GHOLYHULQJ�+5�VHUYLFHV�ZLWKLQ�D�ODUJH�XQLRQLVHG�
RUJDQLVDWLRQ��SUHIHUDEO\�ORFDO�JRYHUQPHQW�SXEOLF�VHFWRU��

�
����([SHULHQFH�RI�7UDGH�8QLRQ�FRQVXOWDWLRQ�DQG�QHJRWLDWLRQV�
�
����*RRG�XQGHUVWDQGLQJ�DQG�DELOLW\�WR�LQWHUSUHW�HPSOR\PHQW�
OHJLVODWLRQ�DQG�FDVH�ODZ��
��

����([SHULHQFH�RI�FRQWULEXWLQJ�WR�WKH�GHYHORSPHQW�DQG�
LPSOHPHQWDWLRQ�RI�VWUDWHJLF�+5�SROLF\�LQFOXGLQJ�ZRUNIRUFH�
SODQQLQJ��

�
����7KRURXJK�XQGHUVWDQGLQJ�RI�VDIHJXDUGLQJ�LVVXHV�
�
����$Q�XQGHUVWDQGLQJ�RI�WKH�SULQFLSOHV�RI�EXGJHW�PRQLWRULQJ�
�
����([SHULHQFH�RI�VXSSRUWLQJ�FKDQJH�PDQDJHPHQW�SURFHVVHV��
LQFOXGLQJ�UHRUJDQLVDWLRQV�ZLWKLQ�D�ODUJH�XQLRQLVHG�HQYLURQPHQW�

�
����8QGHUVWDQGLQJ�RI�KHDOWK�	�VDIHW\�LVVXHV�LQ�WKH�ZRUNSODFH�



7LHU���±�6HQLRU�3UDFWLWLRQHUV�

����$ELOLW\�WR�GHVLJQ��FRRUGLQDWH�DQG�GHOLYHU�KLJK�TXDOLW\�WUDLQLQJ�WR�
PDQDJHUV�DQG�VFKRRO��OHDGHUV�JRYHUQRUV��
�

����6RXQG�FRUH�QXPHUDF\�VNLOOV�LQFOXGLQJ�WKH�DELOLW\�WR�XQGHUWDNH�
UHVHDUFK�DQG�DQDO\VH�VWDWLVWLFDO�GDWD�
�

����6RXQG�EDVLF�,&7�VNLOOV��LQFOXGLQJ�NH\�0LFURVRIW�2IILFH�DSSOLFDWLRQV�
DQG�ZLOOLQJQHVV�WR�GHYHORS�VSHFLILF�UHTXLUHG�FRPSHWHQFLHV��
�

����3HUVRQDOO\�UHVLOLHQW��DGDSWDEOH�DQG�UHVSRQVLYH��WR�FKDQJH�

Role Dimensions 
�

����$ELOLW\�WR�WUDYHO�WR�ORFDWLRQV�DFURVV�WKH�FRXQW\�
����$FFHVV�WR�WUDQVSRUW�ZLWK�QRWLFH�
����1R�GLUHFW�ILQDQFLDO�UHVSRQVLELOLW\�
����/LQH�0DQDJHPHQW�RI�+5�%XVLQHVV�3DUWQHU�/HYHO���
����3RVWKROGHU�ZLOO�QHHG�WR�ZRUN�IOH[LEO\�LQFOXGLQJ�RXW�RI�KRXUV�WR�DWWHQG�KHDULQJV�DQG�GHOLYHU�WUDLQLQJ�DQG�UHPRWH�ZRUNLQJ�ZKHQ�QHFHVVDU\��

Please attach a structure chart 
�
'DWH�-XO\������


