
LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

JOB TITLE:


HR Manager - Operational Services

LOCATION:


Area Based
GRADE:


AfC Band 7
SALARY:


AfC scale plus High Cost Area Supplement
REPORTING TO:

Senior HR Manager 
RESPONSIBLE FOR:
Human Resources Assistant

PURPOSE OF JOB

The HR Manager - Operational Services will be responsible for the provision of a generalist operational HR service to the management teams within their Area.  The post-holder will work closely within the management teams, carrying out an autonomous role, providing specialist HRM advice and support, ensuring that the highest professional standards are maintained in line with best practice, corporate policy and EU/UK employment legislation.

KEY DUTIES AND RESPONSIBILITIES

Human Resources Policy, Procedure and Practice

-
Provide technical advice on the application and interpretation of Service policy and procedures. Responsible for consistent application across the management teams and the Service. Working with the HR Policy Manager, actively contribute to the development and evaluation of Service policy and procedures.
· Provide expert guidance and support in the conducting of investigations, disciplinary and grievance cases. Ensure that cases are managed in acceptable timescales and in accordance with the procedures and best practice. Provide technical HRM advice to the decision making panel at complex/sector level.
· Provide monthly reports on such activity to the HR Manager.
· Act as the central point of reference for management teams within the area for the provision of advice on all employment issues. When necessary seek further advice and/or clarification from the HR Manager or from other specialists within the HR Directorate.
· Act for the Human Resource Manager, when required, in providing expert advice to the decision making process at discipline, grievance and capability hearings at Director of Operations level.
Resourcing

· Develop and maintain close links with the Recruitment Centre and participate in the assessment and selection of staff service-wide.
· Maintain staffing levels in accordance with the annual workforce plan giving due regard to employment targets and equality of opportunity within the work place

· Lead the recruitment process of area based vacancies, including shortlisting, assessment and interview.
· Actively participate in the design, implementation and evaluation of selection processes for supervisory and management posts. 
· Monitor staff retention rates within the area and, as and when required, undertake exit interviews for all staff who leave the Service or move to another posts.
· Advise and support managers to ensure that all staff within the complexes receive proper induction training.
Absence Management/Monitoring

· Monitor absence levels to ensure that both long and short-term sickness absence is actively managed. This will involve the application of the Irregular Attenders Procedure (IAP) and other Trust policies. 

· Play a key role in ensuring the correct and consistent application of the IAP. Conduct quarterly audits with operational management teams to ensure that appropriate attendance management action is taken by individual managers.  
· Play a key role in the management of long term sickness absence, ensuring regular meetings/contacts and reviews take place.

-
In conjunction with operational managers take proactive steps to ensure that absence rates remain within agreed parameters and that overall targets are achieved.
· Provide advice to managers on individual cases and ensure that appropriate ongoing support is provided to all staff who are absent from work

· Prepare the management statement of case and be responsible for arranging capability hearings for own geographical area.
· Act for the Human Resource Manager, when required, in providing expert advice to the decision making panel in capability hearings at Director of Operations level.

· Provide monthly reports on management of long term sickness absence cases to the HR Manager.
· Develop and maintain close links with the Occupational Health department (OHD) and monitor the provision and standards of service. Ensure that OHD reviews are arranged and liaise with OHD physicians over individual cases.

People

· Agree Personal Development Review (PDR) with Human Resources Assistant.  Appraise performance and provide feedback to ensure that individual objectives and Personal Development Plans are achieved. Deal fairly and rigorously with underperformance.
· Maintain responsibility for a Personal Development Plan, attending training courses, seminars, meetings or other events as agreed with line manager. 

Employee Relations 

· Develop and maintain good working relationships with local union and staff side representatives. Liaise with them on any relevant issues, including consultative arrangements.
· Respond to general enquiries relating to individual staff.
-
Provide advice on terms and conditions of service including pay and allowances, leave arrangements, maternity provisions, sickness etc.
· Actively participate in formal consultation meetings within the area.

· Ensure accurate and timely information is provided to payroll with regard to area staff.
Performance Management
· Actively participate in the design, delivery and evaluation of the core management development courses.
· Actively participate in the design, delivery and evaluation of other training and development initiatives as and when required.
· Monitor the application of the Service appraisal systems. Assist and support employees and managers with the application of Personal Development Review.

· Provide expert advice, guidance and senior Operational Managers in the management and development of their teams.
Health, Safety and Risk

-
Actively participate in formal Sector Health and Safety meetings.
· Monitor the number of accidents and violent incidents which occur at work.
KEY RELATIONSHIPS

Assistant Director of Operations, Ambulance Operations Managers, PTS Operational Managers, Deputy Director of Human Resources, Senior HR Manager, Complex Management Team, other HR Managers, other members of the HR directorate, Area Administrators, Resource Centre Managers, Occupational Health Department

KEY RESULTS AREAS AND PERFORMANCE MEASURES

-
Agreed objectives achieved.
-
Appropriate action is taken to ensure that, as far as possible, sickness and absence levels are maintained within agreed parameters.
-
Appropriate action is taken to ensure that as far as possible recruitment and retention targets are achieved.
-
Actively contribute to building high performing Management Teams.
LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE:

HR Manager - Operational Services
LOCATION:

Area based

Listed below are the key requirements needed to perform this job.  Candidates will be assessed against these criteria.
EDUCATION AND EXPERIENCE 

Essential

-
Good standard of general education




A 

-
HRM Postgraduate Diploma or equivalent CIPD qualification (Graduate, Chartered Member, Chartered Fellow or Chartered Companion)
A

-           Two years current post qualification generalist HRM experience
A

-
Preparing and writing reports





A/I

-
Evidence of personal and career development



A

Desirable

· Experience of managing people





A/I

· Experience of working in unionised environment 


A
· Experience of working in a multi-sited organisation


A
· Public sector experience






A





KNOWLEDGE, SKILLS AND ABILITIES

Essential


· Up to date and extensive knowledge of employment law

A/T/I
· Ability to interpret and apply employment legislation


I/T
· Awareness and understanding of the Trust’s purpose and values and of the key objectives set out in the Service Plan



I
· Excellent written and verbal communication skills


A/T/I
· Ability to analyse management information



A/T/I
· Ability to work effectively to tight deadlines



A/T/I
· Maintain a professional image





I
· Excellent interpersonal skills





I
· Ability to identify, prioritise and plan own workload


T/I
· Ability to act appropriately on own initiative



T/I
· Computer literate (MS Office platform)




A/T/I
· Concern for excellence






A/T/I

· Able to work well in a team






A/I
· Able to remain calm and resilient under pressure


T/I
Desirable

-
Experience of Electronic Staff Records




A/I
OTHER ESSENTIAL REQUIREMENTS

-
Positive attitude towards learning and development, demonstrated by a record of continuing professional development



A/I

-
Understanding of and demonstrable commitment to equal opportunities and diversity as an employee and as a provider of service to the public










A/I

-
Client focussed approach 






A/T/I

-
Reliable employment record and low level of absence due to sickness in the last two years







A/I

Given the requirement to cover a geographical area, a significant element of the role requires travel, most of which is planned.  The ability to drive and access to a car is therefore an advantage




A/I


A = Application Form
T= Test
I = Interview
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