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Job Description
Job Title: HR Officer
Reporting To: HRBP
Location: Homebased with Travel

Job Overview
We believe everyone should have the opportunity to live a healthy, active and fulfilling life, regardless of their background or disability. The aim of our services is to provide a safe and stimulating environment for adults and young people.
The HR Officer is a key member of the HR team and supports the HRBP’s to implement the People Plan across the business to support the effective, safe, compliant and profitable delivery of business objectives. 
They will support the HRBP’s with tasks for strategic initiatives, projects and work closely with our line managers to ensure our policies and procedures are followed.  
Job Responsibilities:
· Support the HRBP’s and Director of HR and Resourcing implement the People Plan in a way that enables the business to meet its objectives 
· Embed HR policies and procedures and support the business to ensure it is consistent, compliant, and keep up to date with relevant legislation and best practice
· Lead in key HR projects and integrations as agreed with the HRBPs
· Lead and assist with the implementation of change initiatives e.g. TUPE transfers, restructuring, reorganisation as agreed with the HRBPs
· Regularly produce business-impacting HR reports/management information, monitor, and analyse trends and assist to implement change to drive continuous improvement
· Develop and maintain good working relationships across the organisation, and suppliers (e.g. law firms) and other external stakeholders
· Assists the HRBPs when required with Shared Services projects and cases
· Ensure internal HR cases are updated and logged correctly, reviewing regularly and advising.
· Coach Line Managers when required for upskilling
· Ensure the internal HR files and trackers are up to date and relevant.
· Review caseload regularly highlighting any risks to HRBPs and Director of HR and Resourcing.
· Thoroughly review internal investigation reports pushing back where more information and evidence is required.
· Lead Line Manager HR induction and mentoring throughout the Organisation.
· Lead on HR clinics and training of Line Managers in Key HR topics.
· Assist the HRBPs with SIP call actions
· Proactively engage with Operations teams in your divisions to prevent excess HR cases
· Attend Managers meetings in person and online regularly
· Lead RTW and sponsorship processes in a timely manner
· Upskill Managers to ensure compliance of employees is met alongside the HR Compliance Co-Ordinator
· Raise any risk to the organisation immediately to HRBPs and The Director of HR and Resourcing
· Highlight any themes or issues in the Divisions to the HRBP
· Deputise for the HRBP during absence or AL.


This job description should not be seen as all encompassing, and the post holder will be expected to undertake any other responsibilities appropriate to the post as identified by the company.
Our Values
-We are Supportive by promoting opportunities for everyone so they can reach their full potential
-We are very Ambitious to provide the best possible outcomes for the people who use our services
-We are Loyal because we put the people that we support and our staff at the centre of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders
-We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality
-We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do
-We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
-We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities

Knowledge, skills and competency

	Area
	Essential
	Desirable
	Evidence

	Professional Qualifications

	CIPD Qualified to Level 5 or above or demonstrable equivalent experience within a HR role
	
	Application Form
Interview
Certificates

	Knowledge


	Excellent administration skills in full Microsoft office suite

	
	Certificates
Application Form
Interview

	Skills


	Extensive practical experience of generalist HR advising
Excellent communication both written and oral
	
	Application Form
Interview

	Experience


	Demonstrable experience delivering HR documents

	Line Managing a team of HR Advisors
	Application
Interview
References

	Personal Qualities


	Committed to achieving goals with a tenacious approach to delivery and quality of output

	
	Interview



	Other	


	Attention to detail and accuracy is paramount
	
	Application
Interview
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