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Title 
HR Business Partner Grade 5  

Department 
Resources 

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�DVVLVW�ZLWK�WKH�SURYLVLRQ�RI�VXSSRUW�DQG�DGYLFH�WR�PDQDJHUV�
LQ�UHVSHFW�RI�WKH�UDQJH�RI�FRPSOH[�HPSOR\HH�UHODWLRQV�FDVHZRUN�
DQG�DVVRFLDWHG�DFWLYLW\�LQ�DFFRUGDQFH�ZLWK�DJUHHG�SURWRFROV���

�
��� 7R�DWWHQG�DQG�FRQWULEXWH�WR�LQWHUQDO�+5�DQG�FURVV�VHUYLFH�
ZRUNLQJ�JURXSV��IRUXPV�DQG�H[WHUQDO�PHHWLQJV�DV�UHTXLUHG��

�
��� 7R�XQGHUWDNH�+5�UHODWHG�UHVHDUFK�LQFOXGLQJ LQWHUSUHWLQJ�DQG�

SUHVHQWLQJ�FDVH�ODZ�DQG�+5�GDWD�WR�VXSSRUW�WKH�GHYHORSPHQW�
DQG�UHYLHZ�RI�SROLFLHV�DQG�SURFHGXUHV��

�
��� 7R�PRQLWRU�DQG�FRPPXQLFDWH�HPSOR\PHQW�ODZ�DQG�EHVW�SUDFWLFH�
GHYHORSPHQWV�ERWK�WR�FROOHDJXHV�ZLWKLQ�WKH�VHUYLFH�DQG�WR�
PDQDJHUV���VFKRRO�OHDGHUV���JRYHUQRUV�DQG�WR�SURYLGH�
HPSOR\PHQW�ODZ�DGYLFH�DV�DSSURSULDWH��

�
�
��� 7R�SURYLGH�GLUHFW�DQG�EHVSRNH�VXSSRUW��DGYLFH�DQG�JXLGDQFH�
ZLWK�WKH�SUHSDUDWLRQ�RI�VWDWHPHQWV�RI�FDVH�UHOHYDQW�WR�WKH�FDVH�
DQG�DWWHQG�DSSURSULDWH�KHDULQJV�DQG�UHODWHG�PHHWLQJV�DV�
UHTXLUHG�WR�SURYLGH�SURFHGXUDO�DGYLFH�LQ�OLQH�ZLWK�EHVW�SUDFWLFH���

�
��� 7R�WDNH�RZQHUVKLS�DQG�UHVSRQVLELOLW\�LQ�XQGHUWDNLQJ�DEVHQFH�
DQG�RWKHU�FDVH�ZRUN�LQFOXGLQJ�SURYLGLQJ�DGYLFH�DQG�JXLGDQFH�WR�
PDQDJHUV��VFKRROV�DQG�VWDII��DQG�OLDLVRQ�ZLWK�WKH�2FFXSDWLRQDO�
+HDOWK�8QLW��

Key Accountabilities 
�
��� 7R�XQGHUWDNH�DQG�SURYLGH�VXSSRUW�IRU��D�UDQJH�RI�WUDLQLQJ��
FDVHZRUN�DQG�DVVRFLDWHG�DFWLYLWLHV�

��� 7R�FROODWH��LQWHUSUHW��SUHVHQW�DQG�GLVWULEXWH�+5�6HUYLFH�
LQIRUPDWLRQ�DQG�GDWD�

��� 7R�JLYH�DGYLFH�DQG�JXLGDQFH�DV�WKH�ILUVW�SRLQW�RI�FRQWDFW�
��� 7R�VXSSRUW�+5�SROLF\�GHYHORSPHQW�DQG�LPSOHPHQWDWLRQ�
�

�
�
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�
��� 7R�SURYLGH�DGYLFH�RQ�+5�SROLF\�DQG�SURFHGXUH��HPSOR\PHQW�
ODZ��WHUPV�DQG�FRQGLWLRQV�RI�VHUYLFH�WR�PDQDJHUV��VFKRRO�
OHDGHUV��JRYHUQRUV�DQG�HPSOR\HHV�DV�WKH�LQLWLDO�SRLQW�RI�FRQWDFW���

�
�
��� &ROODWLQJ�DQG�SUHVHQWLQJ�+5�GDWD�WR�VXSSRUW�WKH�GHYHORSPHQW�
DQG�UHYLHZ�RI�SROLFLHV�DQG�SURFHGXUHV��

�
��� 'LVVHPLQDWLQJ�+5�GDWD DQG�JXLGDQFH�DQG�DUUDQJLQJ�WKH�

GLVWULEXWLRQ�RI�FRUSRUDWH�HPSOR\HH�FRPPXQLFDWLRQV�DW�
GHSDUWPHQWDO�OHYHO��
�

����3URYLGH�HIIHFWLYH�VXSSRUW�ZLWKLQ�WKH�WHDP�WR�WUDLQLQJ�DFWLYLWLHV�
DQG�WR�WKH�LPSURYHPHQW�RI�WKH�+5�6HUYLFH�RIIHU���
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7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
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Person Specification 
�

Education and Knowledge 
�
��� 0DWKHPDWLFV�DQG�(QJOLVK�*&6(��*UDGH�&�RU�DERYH��RU�
HTXLYDOHQW��

��� 5HOHYDQW�+5�TXDOLILFDWLRQ�RU�ZRUNLQJ�WRZDUGV�$VVRF�&,3'�RU�
HTXLYDOHQW�

��� &RPPLWPHQW�WR�RQJRLQJ�SHUVRQDO�DQG�SURIHVVLRQDO�
GHYHORSPHQW�

��� $ELOLW\�WR�GHPRQVWUDWH�JURZLQJ�FRPSHWHQF\�LQ�GHDOLQJ�ZLWK�D�
UDQJH�RI�LQFUHDVLQJO\�FRPSOH[�+5�UHODWHG�LVVXHV�DV�D�
PLQLPXP�DWWHQGDQFH�PDQDJHPHQW�FDVHV��WKURXJK�DOO�VWDJHV�
WR�GLVPLVVDO���

��� 8QGHUVWDQGLQJ�RI�NH\�HPSOR\PHQW�OHJLVODWLRQ�DQG�FDVH�ODZ��
����$Q�XQGHUVWDQGLQJ�RI�VDIHJXDUGLQJ�SULQFLSOHV�DQG�LPSOLFDWLRQV�
IRU�+5�ZRUN��

����$Q�XQGHUVWDQGLQJ�RI�KHDOWK�DQG�VDIHW\�LVVXHV�LQ�WKH�
ZRUNSODFH�� � � � � � � � � � �

Personal skills and general competencies 
�

12. A high level of personal drive and commitment to excellent 
customer care and the ability to set an example for other staff 

 
13. Strong interpersonal skills to gain the agreement and 

acceptance of others including colleagues, senior managers 
and customers. Ability to gain the respect and confidence of 
customers.  

 
 

14. Ability to make decisions and solve problems to meet 
operational targets, involving devising solutions and 
prioritising the resources available 

 
 
����Ability to meet agreed objectives and delivery targets by the  

effective use of resources.�
�
����6RXQG�QXPHUDF\�VNLOOV�LQFOXGLQJ�WKH�DELOLW\�WR�XQGHUWDNH�
UHVHDUFK�DQG�DQDO\VH�VWDWLVWLFDO�GDWD�XVLQJ�NH\�0LFURVRIW�
2IILFH�DSSOLFDWLRQV��

����$�IOH[LEOH�DSSURDFK�WR�ZRUN�DQG�WR�VXSSRUWLQJ�RWKHUV��
�
�����3HUVRQDO�UHVLOOLHQFH��DGDSWDELOLW\�DQG�UHVSRQVLYHQHVV�WR�

FKDQJH��
�

Experience 
��� � �$�PLQLPXP�RI���\HDUV�H[SHULHQFH�LQ�SURYLGLQJ�+5�VXSSRUW�

DQG�DGYLFH�WR�PDQDJHUV�RQ�WKH�HIIHFWLYH�DSSOLFDWLRQ�RI�+5�
SROLFLHV�DQG�SURFHGXUHV�

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

��� ([SHULHQFH�RI�JLYLQJ�FRQVLVWHQW�DQG�DFFXUDWH��DGYLFH�RQ�+5�
SROLF\�DQG�SURFHGXUH��

� � � �  
Role Dimensions�
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����$ELOLW\�WR�WUDYHO�WR�ORFDWLRQV�DFURVV�WKH�FRXQW\�
����$FFHVV�WR�WUDQVSRUW�ZLWK�QRWLFH�
����1R�GLUHFW�ILQDQFLDO�UHVSRQVLELOLW\�
����3RVWKROGHU�ZLOO�QHHG�WR�ZRUN�IOH[LEO\�LQFOXGLQJ�RXW�RI�KRXUV�DQG�UHPRWH�ZRUNLQJ�ZKHQ�QHFHVVDU\��
�

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


