[image: image1.jpg]D
TRAVEL GROUP





ROLE PROFILE

	Title:
HR Business Partner
	Date role profile reviewed:  February 2014
	Role Level:  Specialist (Qualified)

	Reports to:
People and Culture Manager, Gold Medal Travel Group
	Department / Business Area:  People and Culture

	Purpose:
 Qualified self-motivated HR specialist responsible for the day-to-day running of the HR activity in Gold Medal Travel Group. Drives a clear HR agenda and works closely with the operational business teams to enable them to manage people effectively. Skilled in advising on HR policy and approaches to challenges, and experienced in coaching others to find pragmatic solutions to a variety of situations. Provides the business with relevant reports on HR trends and MI, and delivers to budget.

	ACCOUNTABILITIES

	Key Result Areas
	Key Responsibilities
	Performance Indicators/Key Result Areas 

	Business Partnering

20%


	Support and coach managers and team leaders relating to HR issues which adds value and supports the delivery of the HR strategy:

· Provide day-to-day support and advice to line managers and employees on HR related issues.

· Play a supporting role by coaching and mentoring operational managers to be able to carry out HR issues on day-to-day basis

· Actively contribute to the development and implementation of HR policy, procedures and written guidance for managers and employees.

· Act as an effective member of the HR team
· Support GMTG team on terms and conditions, disciplinary, grievance, absence, maternity and flexible working requests 

· Ensure all appropriate policy, procedures and legal requirements are adhered to with clear audit trails

· Provide support and assistance to develop and agree action plans with the People and Culture Manager on key result areas such as absence, staff turnover, recruitment and performance 

· Offer first line support on routine matters (i.e. within policy / guidelines) to line managers and employees.  Take action where appropriate, referring upwards where necessary

	o Effective working relationships established with HR and Operational teams
o Absence levels 

o Tribunal applications

o Feedback from HR and Operational Teams


	ACCOUNTABILITIES

	Key Result Areas 
	Key Responsibilities
	Performance Indicators/Key Result Areas 

	Change Management

10%


	Deliver HR elements of organisational and cultural change activities such as restructures including:

· Assist with preparing necessary documentation, keeping records and tracking actions

· Delivery of HR plans to ensure people elements are managed effectively

· Ensure appropriate internal and external stakeholders are engaged within the process, including communications
	o Implementation of HR plans

o Engagement of stakeholders in the process



	Leadership and Learning & Development

5%
	Understand the leadership challenges for Gold Medal Travel Group and the implications for development and succession.  Activities include:

· Support learning and development programmes to support the HR agenda
· Creation of Self Service HR tools


	· Support training programmes delivered and evaluated to increase the Managers and Team Leaders ability to handle HR issues

· Positive links with L&D maintained

	Operational HR

60%
	Facilitate excellence to ensure the basics are delivered appropriately following policy and procedure.  Ensure good practice is followed and identify and implement improvements where appropriate, to operational HR in areas such as, Performance, HR Administrative processes and HR Policy.  Activities include:

· Arrange and record disciplinary, grievance and appeal hearings within policy producing own correspondence using standardised business formats

· Advise line managers on the correct HR processes
· Ensure critical annual cycle HR processes are executed to time e.g. Pay Reviews and Performance Management plans by collating returns and assisting Managers with the process.

· Strive for efficiency, continuously improving delivery of HR service in collaboration with the People and Culture Manager

· Interpret and research employment law and HR best practice to ensure advice and guidance is both accurate and up to date

· Ensure management teams are appropriately updated on new employment legislation

· Proactively share learning with HR team and Management teams

· Meet ad hoc MI requests and provide numerical information as required.  Carry out data integrity exercises as required
· Produce the Board report and HR dashboard
· Ensure HR systems are accurate and up to date
· Deputise where necessary for other members of the People and Culture team
· Assist with project work as determined by the Project team or the People and Culture Manager to enhance own knowledge and meet development needs
	· Internal SLAs produced and adhered to where appropriate

· Provide clear audit trail from telephone handling and case management

· Positive feedback on HR service 

· New and revised policies implemented

· Ensure up to date with new legislation and best practice in both internal and external market place
· Accurate and meaningful HR dashboard and board report

	Team Satisfaction

5%
	· Working with business leaders to encourage the right organisational climate aligned to Company values

· Provide support to the management team for Employee Engagement Survey to encourage maximum participation and drive the development and implementation of appropriate action plans developed by the Departmental Heads and People and Culture Manager.

· Assist the wider team with ad hoc projects and tasks

· Support the HR team with administrative tasks, which may include typing letters, disciplinary notes, etc

· Support the HR team with any other ad hoc tasks as appropriate to this role
	· Positive response rates to Employee Engagement survey for business areas, demonstrating improvements on previous survey results.

· Feedback from the wider team

	QUALIFICATIONS, TRAINING, PROFESSIONAL MEMBERSHIPS or ACCREDITATIONS

	Essential:

o CIPD qualified 
	Desirable:

o SHL or other psychometric qualification

	EXPERIENCE & TRACK RECORD 

	Essential: 

o Generalist HR advisor/HRBP related experience

o Experience of corresponding and communicating with employees
	Desirable: 

o Travel/ Tour Operator Experience

	CAPABILITIES PROFILE – leadership, management or personal skills/knowledge 

	o Focuses on delivery with excellent time management skills

o Builds relationships with key business interfaces 

o Demonstrates flexibility

o Awareness of own personal style in coaching others

o Organisation and planning 

	

	APABILITIES PROFILE – technical skills/knowledge 

	Essential:

o Working knowledge of employment legislation

o Commercial appreciation of the travel industry

o Strong interpersonal skills at all levels

o PC literate Word, Excel, PowerPoint

	Desirable:

Technical HR knowledge / skills associated one or all of the following disciplines – Performance Management, Recruitment, Reward, or Technical knowledge of site operating disciplines 

	Organisational Information 

	KEY RELATIONSHIPS

Reports to: People and Culture Manager
Manages: no direct reports
Internal significant relationships: Learning and Development, Head of Planning and Change, Leadership and Exec teams
External relationships: Recruitment agencies, HR software representative, others
	SCOPE

Budget: N/A
Location: Preston
Travel: Ad-hoc as required, external meetings, and visits to employee residences
Other:
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