
LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

JOB TITLE:


HR Manager – Corporate Services
LOCATION:


Waterloo
GRADE:


AfC Band 7
SALARY:
£29,789 - £39,273 plus 20 per cent Inner high cost area supplement £6,080 (maximum)
REPORTING TO:
Senior HR Manager – Corporate Services
RESPONSIBLE FOR:
Human Resources Assistant / Advisor 
PURPOSE OF JOB

The HR Manager - Corporate Services will be responsible for the provision of a generalist operational HR service to the management teams within their area, to include Education & Development, Fleet and all Support staff based at Bow, Barnehurst and other HQ annexes.  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 and corporate policy and assist managers by providing guidance on interpretation of policy as well as legislation.  The HR Manager will also support the Senior HR Manager by undertaking projects as directed.
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 Senior 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 consult the Senior HR Manager for further advice and/or clarification.
Resourcing

· Develop and maintain close links with the Recruitment Centre and participate in the assessment and selection of all levels of staff service-wide.  The HR manager (Corporate Services) will be required to regularly participate in recruitment and selection panels for Managers and specialist support staff.
· Be responsible for assisting managers in drafting adverts, reviewing and writing job descriptions and person specifications; ensuring that all of the above adhere to Trust policy and procedure.
· 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 for Headquarters Directorates and Trust-wide functions, providing expert advice and guidance in areas including short-listing, assessments and interviews as necessary
· Actively participate in the design, implementation and evaluation of selection processes for supervisory and management posts ensuring strict adherence to Trust policy and procedure and Statutory requirements. 

· Monitor staff retention rates within the area and, as and when required, undertake exit interviews for all staff that leave the Service or move to another posts.  Be responsible for identifying any trends and patterns developing and seeking to resolve issue around those.
· Advise and support managers to ensure that all staff within the area of responsibility receive proper local induction training and actively participate at local level where required, ensuring that managers have a correct interpretation of the relevant policies and procedures.
· Be responsible for representing the Human Resource Directorate at the Corporate Induction as and when required and identifying opportunities to make improvements and carrying out those improvements, liaising with relevant departmental heads ensuring that any changes to their own and HR policies are reflected and updated in the Induction materials and presentations.
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 Managing Attendance Procedure and other Trust policies.  The post holder will also be responsible for providing specialist and accurate advice and guidance to managers. 

· Be responsible for ensuring the correct and consistent application of the MAP, provide regular attendance reports for key managers and Department Heads and liaising to ensure that appropriate attendance management action is taken by individual managers.  
· Play a lead role in the management of long term sickness absence, ensuring regular meetings/contacts and reviews take place and participating in those where necessary.  This may involve visiting staff at their homes or in hospital in distressing circumstances where enhanced levels of tact and diplomacy is needed.
· In conjunction with Senior Management 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.

· Participate in interviews under the informal and formal warning stages of the MAP facilitating where necessary to remove barriers of understanding and at all times avoid situations of conflict developing.  
· Prepare the management statement of case and be responsible for arranging capability hearings for all Headquarters staff and those in Service-wide support functions.
· Provide monthly reports on management of long term sickness absence cases to the Senior 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.

· Monitor Occupational Sick Pay (OSP)_entitlements and be responsible for ensuring that changes to pay are made and communicated to staff in a timely fashion and where necessary deal with all follow-up enquiries whether written, face-to-face and over the telephone, maintaining high levels of professionalism at times when staff may become angry, distressed or abusive.
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 and foster collaborative approaches to staff issues and resolution of potential conflict using tact, diplomacy and persuasion.
· Respond to general enquiries relating to individual staff in writing, over the telephone and face-to-face in line with Data Protection legislation.
-
Provide advice on terms and conditions of service including pay and allowances, leave arrangements, maternity provisions, sickness etc. internally to managers and staff alike face-to-face, in writing and over the telephone and to external callers in line with data Protection legislation.
· Actively participate in formal consultation meetings for all support staff.

· Ensure accurate and timely information is provided to payroll with regards to HQ staff.
Performance Management
· Actively participate in the design, delivery and evaluation of other training and development initiatives as identified by HQ managers,  Senior HR Managers and self, implementing best practice training and development initiatives.
· Monitor the application of the Service appraisal systems.  Assist and support employees and managers with the application of Personal Development Review including PDPs and objective setting and attainment.

· Provide expert advice and guidance to HQ Managers in the management and development of their teams.
· Provide on-going support, training and development opportunities to the HR administrator, HR assistant / Advisor and temporary staff as and when required and/or where identified as necessary.
People
· Be dually responsible for the day-to-day line management of HR temps and work management of the HR Assistant / Advisor.
Other

· Maintain responsibility for a Personal Development Plan, Objective setting and maintaining a Continuing Professional Development (CPD) log, attending training courses, seminars, meetings or other events as agreed with line manager. 

· As directed by the Senior HR manager, attend and represent the HR Department and the Service by attending and participating in internal and external meetings, leading and sitting on working groups and any other forums as required.

· Be responsible for identifying, developing and implementing managers’ guidance on a range of specialist HR subjects both in writing and verbally through training of up to 20 people and awareness raising in different forums.

· With the Senior HR manager be responsible for initiating, developing and implementing a range of employee services in close collaboration with staff side and, where necessary setting up and facilitating working groups and be responsible for achieving objectives on time.
Health, Safety and Risk

· Monitor the number of accidents and violent incidents which occur at work and take necessary follow-up action as required; this could involve writing to or interviewing staff.
· Be an authorised signatory for up to £40K per month.

KEY RELATIONSHIPS

Chief Executive, Directors, Senior Management Team, Director of HR and OD, Deputy Director of HR, HR Manager-Employee Services and other managers of the senior HR team, other HR Managers, the wider HR directorate, Occupational Health Department, South West London Strategic Health Authority and other NHS Trusts.
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.-
Maintain responsibility for a PDP, attending training courses, seminars, meetings and other events as agreed with line manager.
LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE:

HR Manager – Corporate Services 
LOCATION:

Waterloo
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, or degree plus equivalent management experience

                                                          A

-           Demonstrable generalist HRM experience gained post qualification or equivalent 

management experience 






          A

-
Preparing and writing reports






        A/I

-
Evidence of personal and career development



          A

Desirable

-
Experience of working in unionised environment 



       A/I
· 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 with the ability to deal with situations of conflict and distress with tact and diplomacy





        I
· Ability to identify, prioritise and plan own workload

                                I
· Ability to re-organise work at short-notice in an environment of conflicting       T/I demands and constant interruptions, both face-to-face or by telephone 




· Ability to act appropriately on own initiative
and take responsibility for own actions and any outcomes of those actions




      T/I
· Computer literate including Word, excel and PowerPoint and use to present to groups of staff of up to 20 or more

· 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

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

· Ability to work highly accurately at a VDU for majority of working day 
-
Reliable employment record and low level of absence due to sickness in the last two years








     A/I



A = Application Form
T= Test      I = Interview
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