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	Post Title
	Employee Relations Partner

	Post Number
	

	Business Unit
	Human Resources and Organisation Development

	Business Unit team
	HR Operations

	Accountable To (Line Manager)
	HR Operations Manager

	Responsible For (Direct Reports Post Title)
	N/A



Job purpose
Provide proactive, professional and appropriate business focused HR advice, guidance and support to line managers with all case work issues in their areas, linking with the HR Business Partners to take a strategically focussed and risk preferring approach to case management.

Organisational position

Key tasks, duties, responsibilities and accountabilities of the post 
Service Delivery
Support the delivery of a professional and commercial HR service across the Council by:

· Advising, supporting and coaching managers to deal with a range of employee relations casework including disciplinary and grievance, managing performance and capability issues, absence management, harassment and bullying cases Employment Tribunals and TUPE transfers.  Ensuring that advice given is commercially focused and risk preferring.
· Supporting the HR Manager (OD) to undertake HR policy development to meet business and statutory requirements and engagement in consultation with appropriate stakeholders and launch across the council appropriately.
· Providing support to the HR BPs on technical employee relations issues 
· Developing effective working relationships within the HR team, to facilitate the sharing of learning and practice and to ensure a cohesive operation
· Developing external networks and relationships to maintain and enhance professional knowledge
· Advise and supporting managers during change programmes (restructuring and redesign), exit and redundancy and redeployment programmes, project manage these where applicable. 
· To provide timely and accurate management information from Resource Link
· To take a key role in the job evaluation process and to guide managers on its operation for timely outcomes
· Ensure services are delivered in a manner which is responsive to customer needs, putting in place mechanisms for gathering and acting upon customer feedback and insight.
· Actively support service transformation, ensuring digital opportunities and solutions are explored and implemented wherever possible.
· Champion a culture of continuous improvement across the Council, ensuring effective performance monitoring and management arrangements are in place and providing timely intervention as necessary to sustain high standards of performance.
· Contribute to the achievement of financial security across the Council, including proactively identifying innovative/commercial opportunities that benefit the organisation, partners and/or customers.
Relationship Management
· Work with and support Assistant Directors and line managers providing clear, consistent and expert HR advice 
· Work with the HR&OD Team to provide a seamless and consistent HR/OD service
· Liaise with the Council’s Occupational Health provider to obtain appropriate medical advice
· Adopt a proactive and partnering role with the Council’s recognised trade unions and regional officials
· Provide strong, effective leadership, including championing corporate activities and initiatives that cross service boundaries and implementing effective joined up approaches and solutions to meet the Council’s vision and values.
· Through personal example, provide employees with positive leadership, guidance, direction and motivation that harness the strengths and talents of individuals and promotes achievement of our “one team” culture.
· Foster and maintain excellent working relationships with relevant partner organisations and pursue new ways to deliver services in collaboration with others which benefit the Council, partners and customers.
· Represent the Council externally as appropriate, acting as an ambassador and developing relationships to ensure a positive view of the Council and to influence agendas to meet organisational needs.  

The role’s key contacts and level of relationships with individuals, groups of people, agencies and external organisations
· Line Managers, Senior Managers and the Senior Leadership Team, providing clear, consistent and specialist advice on people management and employment law.
· Advise and support employees with complex matters, including organisational change programmes, interpretation of policies and procedures and terms and conditions of employment.
· Supporting other HR colleagues on people management related matters, employment law and HR best practice.
· Liaising with the Council’s Occupational Health provider to obtain appropriate medical advice.
· Liaising with the Council’s Shared Legal Service, in relation to complex employee relations matters
and employment tribunals.
· Liaising with external organisations and networks to support the delivery of organisation change and improvement within the Council.


Governance, Corporate and other responsibilities

· Adhere and ensure compliance to the Council’s policies, rules and procedures including, Health and Safety, Equality & Diversity, information management including Data Protection, HR, all other legislative responsibilities, governance, financial and procedural rules.  
· Ensure compliance to the organisation’s Code of Conduct in the delivery and provision of services to staff and the community.
· Be prepared to undertake additional duties not included above that are appropriate to the job grade and qualifications, skill and experience as contained within the Person Specification, recognising that this Job Description will be kept under review and may be amended at the Council’s discretion to ensure organisational needs are met.
· Proactively and positively contribute to successful delivery of the Council’s Corporate Plan.
· Lead by example and develop, deliver and promote effective communications internally and externally.
Safeguarding
· Stevenage Borough Council (SBC) is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff, volunteers and recruitment candidates to share this commitment. SBC shall take all reasonable steps to employ staff who are safe to work with children, young people and vulnerable adults. For posts identified with regular contact with these groups applicants will be required to undertake a Value Based Interview. The council supports the legislative requirements for employing and maintaining safer staff and the guidance specified by Hertfordshire Safeguarding Adults Board.
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Person Specification
													      	
	
	Required Skills and Competencies
	Essential or 
Desirable
	How to be Assessed
Application
Test
Interview

	Knowledge, Skills and Abilities

	CIPD qualification or relevant experience at Level 3, or equivalent experience
	Essential
	Application

	
	Associate CIPD Membership or equivalent experience
	Essential
	Application/Interview

	
	Knowledge and understanding of current Employment Law and HR Practices and their day-to-day application
	Essential
	Application/Interview

	
	Analytical and judgment skills with the ability to analyse and evaluate data from various sources to take quick confident decisions at a strategic level to move things forward to meet organisational goals.
	Essential
	Application/Interview

	
	Ability to support and shape strategies and plans which will help put into practice and support the Councils vision and long term direction.
	Essential
	Application/Interview

	
	Ability to lead by example and communicate with conviction and clarity in the face of tough negotiations or challenges, surface tensions and resolve ambiguities
	Essential
	Application/Interview

	
	Demonstrates the ability to achieve individual and organisational objectives and targets through the use of effective negotiating and influencing techniques
	Essential
	Application/Interview

	
	Ablility to deal with highly confidential information discreetly and in a responsible way
	Essential
	Application/Interview

	
	A demonstrable knowledge and understanding of the aims, objectives and tasks of an HR Department in a service delivery organisation
	Essential
	Application/Interview

	
	The ability to plan and organise work so that deadlines, targets and standards are met
	Essential
	Application/Interview

	Experience

	Experience of providing advice and support to managers on issues such as disciplinary, grievances, redundancy, TUPE or absence management
	Essential
	Application/Interview

	
	Proven experience in proactively creating, maintaining and promoting a strong network of connections with internal and external stakeholders.
	Essential
	Application/Interview

	
	Highly experienced in giving proper consideration to problems and to come up with good solutions.
	Essential
	Application/Interview

	
	Proven experience on advising staff and managers on informal employee relation issues, such as grievances, performance management and misconduct. 
	Essential
	Application/Interview

	
	Demonstrable experience of supporting formal and complex cases under the direction, either in a lead or supporting role.
	Essential
	Application/Interview

	
	Experience of collating and providing timely and accurate management information
	Essential
	Application/Interview

	
	Experience of undertaking job evaluation procedures
	Desirable
	Application/Interview

	Any Other Attributes required for the role not mentioned above  

	Ability and willingness to travel to other locations as required for the role
	Essential
	Application/Interview

	
	Occasional requirement to work outside of standard working hours to support operational activities such as early morning events at the operational depot
	Essential
	Application/Interview




SeniorHead of HR


HR Operations Manager


Employee Relations Partner (This Post)
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