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	Broxbourne Borough Council 

	Job Title: Human Resources Business Partner
	Job Ref: HRBP

	Job Location: Bishops’ College / Broxbourne Environmental Services Trading (BEST)
	Hybrid: Yes 

	Department: Finance

	Reports to: Assistant Director – Resources

	

	Full time:  37 hours per week but expected to work such hours as required for best performance of duties.

	Grade: S37

	Alcohol restricted post: No. 

	Financial responsibility: Budget responsibility is under £50K. 

	Car: Yes – mileage rates paid in accordance with HM Revenue services.

	

	Values statement: 

	

	Summary: To work in collaboration to provide the most effective management of the Council’s human resources as part of Human Resources team.

	Duties and responsibilities:

1. Undertake a range of tasks at a level appropriate to personal skills and experience using the correct professional knowledge, in the following areas:-

· Business Partner service to departments including workforce planning and development
· Fast paced disciplinary and grievance advice and attendance at meetings/appeals across the Council and BEST, ensuring cases are completed and outcomes are reached with the hearing manager (including correspondence)
· Provision of employment law and profession advice on all employee related areas and maintaining case management
· Recruitment and selection for senior posts and general advice
· Review HR policies and protocols in conjunction with the Assistant Director
· Consulting with staff and union representatives
· Contract management
· Disciplinary and grievance advice and attendance at meetings/appeals, ensuring cases are completed and outcomes are reached with the hearing manager (including correspondence)
· Assistance with employment tribunal cases
· Arranging and running in-service training courses 
· Absence management & wellness initiatives
· Use of HR system, internal business and Microsoft software
· Be responsible for the quality of data personally entered into council systems
· Provision of advice and support to the payroll function
· Careers Fairs and promotional activities
· Working in partnership with other local authorities and organisations.

2.  Manage and facilitate Human Resources Projects and provide active input into projects as
required.

3.  Attend meetings to advice on or represent personnel services’ viewpoint.

4.  Prepare and present reports for Council Committees.

5. To be able to work independently and manage personal workload alongside taking responsibility for decision making 

6.  Provide training needs analysis and training solutions in accordance with the corporate
Training plan and internal policies.

7.  Undertake business metric analysis.

8. Lead or participate in applications for external accreditations.

9. The post holder will work closely with the Council’s Digital Transformation team to continue to improve the quality of life for local communities and put local people at the heart of everything the Council does, continually driving forward customer service improvements throughout the Council.   

11. To undertake any other related duties and responsibilities as they arise.

	

	Diversity, Equality and Inclusion (EDI)
All staff are reminded that they must comply with Council Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.

	Employment checks required for this post 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996.  If you cannot produce Right to Work documentation or are unsure whether the documents you have provide the necessary proof please contact Human Resources prior to your interview.

	Employment of Ex-Offenders
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

	SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.

	SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post.



For specific requirements for the post please see the Person Specification. If you have any query please contract Human Resources on (01992) 785509 or personnel@broxbourne.gov.uk
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