
LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

JOB TITLE:


Human Resources Manager - Projects


LOCATION:
Waterloo Area
GRADE
Band 7

SALARY:
 £30,460 - £40,157 plus 20 per cent High Cost Area Supplement
REPORTING TO:

Assistant Director, Employee Support Services

PURPOSE OF JOB

The Human Resources (HR) Manager - Projects will, in the first instance, be responsible for the provision of a Human Resources Management (HRM) service and advice on the HR component of the Trust’s preparation and planning for the 2012 London Olympics and to the organisation development (OD) programme “New Ways of Working”. Working closely with the associated programme/project management teams, the post holder will provide specialist HRM advice and support, particularly in the area of change management.  

The HR Manager – Projects will not be responsible for the provision of day-to-day operational HRM to the service areas, but will be required to work very closely with the local HR Managers who do.

Responsibilities will span across a number of work locations in and around London.  Support will need to be available in line with operational requirements, therefore the post holder will need to work flexibly and be prepared to travel in order to perform this role to the required standard and offer the highest level of service.

ADDITIONAL KEY DUTIES AND RESPONSIBILITIES

Change Management

-
Support programme/project management teams to plan necessary work that will effectively support the project implementation and change process.

-
Work with local HR Managers to ensure consistent communication around the planning and implementation of change.

-
Adopt and promote best HRM practice throughout the change process, particularly in the areas of staff engagement 

Human Resources Management Policy, Procedure and Practice

· Act as the central point of reference for the programme/project team for the provision of advice on all employment issues related to the specific programme/project. When necessary seek further advice and/or clarification from the responsible senior manager or from other specialists within the HR Directorate.

-
Provide technical advice on the application and interpretation of Service and project specific policies and procedures, being responsible for consistent application across the programme/project teams and the Service. The post holder may work with Senior HR Managers, actively contributing to the development, and evaluation of Service policy and procedures if required.

· Working with local HR Managers, provide expert guidance and support in the conducting of investigations, disciplinary, capability and grievance cases as required.  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..

· Where required, act for the Senior HR Managers, in providing expert advice to the decision making process at discipline, grievance and capability hearings at Director level.

Resourcing/Workforce Planning
· Lead the recruitment and selection process of programme/project based vacancies, shortlisting, assessment and interview.

-
Actively work alongside programme/project management teams to support workforce planning activity, including options appraisal.
· Actively participate in the design, implementation and evaluation of selection processes. 

· Monitor staff retention rates within the selected service areas and, as and when required, undertake exit interviews for staff who leave the Service or move to another post.

Absence Management/Monitoring

· Provide advice to managers, when required, 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.

People

· 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 excellent working relationships with local and senior union and staff representatives across the organisation. 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.

· Ensure accurate and timely information is provided to payroll with regard to staff.

Performance Management

· Participate in the design, delivery and evaluation of the core management development courses.

· Participate in the design, delivery and evaluation of other training and development initiatives as and when required.

· Assist and support employees and managers with the application of personal development review arrangements.

· Provide expert performance management advice and guidance to managers, supporting them in the management and development of  teams and individuals.

Health, Safety and Risk

-
Actively participate in formal Health and Safety meetings as required.

· Monitor the number of accidents and violent incidents which occur at work.

KEY RELATIONSHIPS

Assistant Director of Equality & OD, designated programme and project support teams, designated Management Teams, Assistant Directors of Operations, other HR Managers, Resource Centre Managers, Trade Unions
KEY RESULTS AREAS AND PERFORMANCE MEASURES

· Agreed personal objectives achieved.
· Maintenance of personal development plan. 

· Designated milestones within project plans achieved.
-
Actively contribute to building high performing management teams.
-
Satisfactory attendance record.

LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE:

Human Resources Manager - Projects
LOCATION:

Waterloo Area

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

A
-          Significant current post-qualification generalist HRM experience
A
- 
Experience of working in unionised environment


A/I

-
Significant change management experience



A/I
- 
Experience in recruitment and selection and workforce planning       A/I
-
Preparing and writing reports





A/I
-
Evidence of personal and career development



A

Desirable

- 
Project experience







A/I


· Experience of managing people





A/I

· Experience of working in a multi-sited organisation


A

· Public sector experience






A
KNOWLEDGE, SKILLS AND ABILITIES

Essential


· Ability to understand and apply best HRM practice.


A/I
· Up to date and extensive knowledge of and the ability to interpret and apply employment legislation






A
· Ability to identify, prioritise and plan own workload


I/T

· Ability to effectively manage conflicting priorities


I/T
· Awareness and understanding of the Trust’s purpose and values
I
· Excellent written and verbal communication skills


A/I
· Ability to analyse management information



A/I
· Ability to work effectively to tight deadlines



A/I
· Maintain a professional image





A/I
· Excellent interpersonal and influencing skills



AI
· Ability to act appropriately on own initiative



A/I

· Computer literate







A/I
· Concern for excellence






A/I

· Able to work well in a team






A/I

· Able to remain calm and resilient under pressure


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/I

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







A/I

Desirable

-
Full clean driving licence






A



A = Application Form

I = Interview
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