[image: image1.png]NEWPORT LIVE
CASNEWYDD FYW

Inspiring people fo be happier and healfhier





Human Resources Manager
(Immediate Start)

Salary   £33,733 to £37,775 plus benefits
Newport Live is excited to be recruiting for a Human Resources Manager to lead and continue the development of the Human Resources function across our business. We are looking for a dynamic individual who will play a pivotal role as part of the management team in designing and developing an efficient and effective Human Resources function across all services and supporting a workforce of in excess of 400 employees.
If you are a Human Resources professional looking to make a mark and work for an organisation which is committed to inspiring its customers and workforce to be happier and healthier then this role could be the perfect match for you.  
You will establish credible relationships at senior level both internally and externally ensuring Newport Live continues to be an exemplar employer. While the global pandemic affects all businesses, Newport Live is in a strong position through the ongoing support of its strategic partners including Newport City Council. This role offers an outstanding opportunity for an enthusiastic individual who wants to make a difference to peoples’ lives.

You will be an effective Human Resources generalist, a strong leader and you must have the ability to undertake a dynamic and wide-ranging role drawing upon your previous significant experience.

This is an opportunity to build on recent work to develop our Human Resources function creating an exciting and dynamic approach to the management, development and welfare of all employees.
Application Process
You can download an application form and job description via the Newport LIVE website www.newportlive.co.uk alternatively they are available via e-mail request from jobs@newportlive.co.uk
Recruitment Agencies: Initial consideration will be given to applicants applying directly, following which agency candidates may be considered.

For an informal discussion about the post please contact Newport Live enquiries on 01633 656757 and ask to speak with the Director of Finance and Resources

Please return the completed application forms to jobs@newportlive.co.uk
Closing date for applications: 



midnight Sunday 22 November 2020 Shortlisting: 






23 November 2020


 
Interviews are planned to be held 



30 November 2020
Job Description
POST:




Human Resources Business Partner
JOB PURPOSE:
To lead a proactive and flexible HR service, providing relevant and appropriate support to all employees 
RESPONSIBLE TO:

Director of Finance and Resources
GRADE / SALARY:

Grade 9, SCP37 – 41, 
KEY RELATIONSHIPS:
Board of Trustees / Directors

Chief Executive

Executive Team


Departmental Managers


Members of Staff

Trade Unions

LOCATION:
Newport International Sports Village but the role requires regular travelling to all Newport Live sites.
SUPERVISORY


Business Support Officers
RESPONSIBILITIES:



WORKING HOURS/ PATTERN
This post will require the post holder to work flexibly including early mornings, evenings and weekends.  

TRAINING
The post holder will be required to attend and deliver staff training programmes relevant to the post.
KEY RESPONSIBILITIES:
	1. Act as the primary point of contact on HR related matters for ALL staff within Newport Live, including employment relations issues, trade union consultations and appropriate employment law advice.



	2. Proactively support the delivery of quality HR processes and procedures; provide coaching and guidance to Line Managers where required and conduct regular audits of completed casework, providing feedback on all areas of improvement



	3. Take management accountability for all complex human resource projects taking place within the organisation, working cross-functionally and collaboratively to ensure change is understood and embedded



	4. Lead on the development and delivery of the People Strategy for Newport Live, aligning resource, capability and talent objectives with the goals of the organisation



	5. Actively develop agile plans to identify gaps in capability and opportunities for personnel development, implementing solutions to minimise risks



	6. Lead on best practice recruitment methods, engaging the Newport Live leadership team to adhere to stretching person specifications and defined selection criteria to ensure the best candidates are recruited



	7. Act as a performance improvement agent and provoke positive changes in people management practices through observation, evaluation and feedback



	8. Lead and develop the Newport Live workforce and succession plans to ensure key talent and business critical roles are safeguarded in the event of employee progression and/or turnover



	9. Lead on the measurements of staff engagement through surveys and other appropriate tools, providing feedback to the Executive Team and Board of Trustees (where necessary), as well as the employees of Newport Live, on the appropriate responses to issues



	10. Work proactively with the Director of Finance and Resource to ensure all relevant budgets and regulatory standards are established, well-managed and monitored

11. Provide insightful reports on performance based on the compilation of key performance indicators, highlighting potential risks and improvement areas



	12. Lead on the development of a capability, learning and career development strategy to ensure management capability is primed to deliver the strategic goals of Newport Live, making good use of recognised platforms and other effective means of learning delivery

13. Display an excellent understanding of payroll processes and manage the consistency of any associated people policies



	14. Act as the conscience of Newport Live in employment relations matters, change projects and any other significant scheme of works to ensure the views of the organisation, and that of its employees, are fairly represented



	15. Work with the Executive Team and Line Manager population to develop a performance culture and maintain a trusting, inclusive, and productive environment for all employees



	16. Challenge the performance of all employees across the organisation to deliver: the Newport Live Vision, Mission & Values; and all relevant business objectives to a consistently high standard, in line with the Newport Live ‘Performance Support’ Policy



	17. Challenge Brand behaviours universally across the Newport Live estate to ensure a high service standard is always maintained



	18. Be an ambassador for the Newport Live Brand, representing the organisation in dealings with all internal & external stakeholders; managing the collective expectations, queries and objections of Newport Live colleagues and leading relevant business meetings where necessary.




The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 

The post holder will work to deliver agreed performance objectives, these will be reviewed on a regular and formal basis through performance management processes.
Human Resources Manager - Person Specification
	Criteria
	Essential
	Desirable

	Experience


	1. A period of 3 years previous experience in a Human Resources role. (A)
2. Experience in the provision of strategic and operational Human Resources advice to senior management. (A&I)
3. Experience in the leadership and management and coaching of people. (A&I)
4. Experience of creating, implementing, and managing policies and procedures within a business environment. (A&I)
5. Experience in managing reward, recognition, performance management and disciplinary processes. (A&I)
6. Experience in proactive management of sickness absence policies and processes. (A&I)
7. Previous experience of direct engagement and consultation with trade unions. (A&I)
8. IT skills to analyse and present performance data to managers to enhance business and Human Resources management. (A&I)

	9. Experience of working in a standalone position would be advantageous as you will be providing pragmatic generalist Human Resources guidance and support to the whole business. (A&I)
10. Experience from within a Leisure, Commercial, Retail or Charitable background. (A)


	Education & Qualifications


	1. Educated to degree level. (A & C)
2. Qualified to CIPD Level 5 (A & C)
3. Excellent Microsoft 365 skills (A&I)

	4. Qualified to CIPD Level 7. (A & C)


	Knowledge, Skills & Competencies

	5. Demonstrable knowledge of Human Resources best practices and employment law. (I)
6. Excellent analytical skills coupled with decisive decision  making skills. (A&I)
7. Possess the ability to make difficult decisions when under pressure. (A&I)
8. Excellent communication skills, including written, verbal and presentation at all levels throughout the business. (I)
9. Ability to design and deliver training programmes. (A&I)

	10. Experience of successful project management and achieving defined milestones and outcomes. (A&I)

	Personal Attributes


	11. Excellent inter-personal skills and ability to create and build strong relationships. (I)
12. Confident, passionate, self-motivated, adaptive, enthusiastic, open. approachable and driven to achieve results. (I)
13. Requires an individual who is passionate, driven and committed to working as part of a team. (A&I)
14. Ability to establish priorities for action. (A&I)
15. Demonstrable range of people management skills. (A&I)
16. Exceptional customer service skills. (A&I)

	

	Other


	17. Able to work flexibly including evenings and weekends as required. (I)
18. Current driving licence and use of own vehicle with the ability to travel extensively throughout the city as and when required (A&I)


	19. The ability to communicate in the Welsh language (A&I)


Method of assessment (* M.O.A.)

A = Application form (including shortlisting)
C = Certificate
E = Exercise 

I = Interview

P = Presentation
T = Test
AC = Assessment Centre
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