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Vision Business Support Services is a subsidiary company of West Nottinghamshire College

Human Resources Business Partner 

Full time, fixed term contract for 6 months 
Ref: VBSS17.77
1. The appointment

There’s never been a more exciting time to join West Nottinghamshire College Group. West Nottinghamshire College Group has grown from a local college to an international organisation with a reputation for dynamism and success.  The college group is made up of a number of separate companies all with education and training to the very highest level at their heart.   

We embrace and encourage all those who are driven to better themselves, achieve their goals and reach new heights. Outstanding resources combined with exceptional tutors and student support means that whatever your ambition, we can help you to achieve it.

Vision Business Support Services Ltd (VBSS) provides high-quality support services to all aspects of the college group. VBSS is a subsidiary company of West Nottinghamshire College and provides an important service and plays a pivotal part in the success of the college and creating an exceptional learner experience. 

JOINING OUR JOURNEY 

When you join our college, our staff have access to numerous benefits and facilities:

· Pension Scheme 

· Occupational Health Service

· Childcare Voucher Scheme 

· Enhanced Maternity/Paternity provision

· Staff Development days/week (July)

· Free confidential counselling service

· Staff recognition awards

· Free car parking

· On-site Butterflies Day Nursery (Derby Road)

· On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre 

ABOUT THE ROLE

Reporting to the Head of Human Resources, you will be responsible for providing a highly responsive and professional level of service to specific business areas at the college. 
You will work as a Business Partner with the department’s stakeholders and in doing so provide advice, guidance and support in relation to all aspects of Human Resource Management, to include employee resourcing, reward, relations and development, in line with legislative requirements and good practice.  
An integral aspect of this role is to understand the strategic and operational objectives of the business areas that you are assigned to and working in partnership with line managers, ensuring that their Human Resources are appropriately aligned to meet business needs.  
Your main focus within the 6 months will be to deliver effective recruitment solutions to ensure targets are met to support areas of business growth both locally and nationwide.  

This is a demanding and challenging role that requires attention to detail and the ability to manage a large and varied workload whilst ensuring that all deadlines are met.
You will be experienced in all areas of HR practices and procedures, with a track record of being able to support managers to deliver their HR strategies, specifically with regards to innovate recruitment methods.
The role will require you to embed the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  

2. The Post

2.1 Main duties and responsibilities

a) To provide advice, guidance and interpretation for internal and external customers on all aspects of human resources activity, ensuring consistency and practices in line with legislation and best practice.
b) Work in partnership with line managers to ensure that their recruitment needs are efficiently and appropriately addressed and administered, to include:

· Providing a response service to ensure recruitment needs are met through established and new/innovative methods. 

· Liaising with both local and national agencies where required and within budgets.
· Providing line managers with advice, guidance and data to establish if a recruitment need exists.

· Providing line managers with advice and guidance in respect of the formulation of appropriate job descriptions and person specifications.
· Checking that job descriptions are fit for purpose and will make clear to candidates and employees what is expected and that these are of a high quality.

· Be a critical friend to managers to give them appropriate feedback on recruitment and selection issues.

· Provide line managers with regular updates/progress reviews in respect of the entire recruitment and selection process to ensure they are kept fully informed and receive a high level of service from the department.

c) Work in partnership with line managers during the selection process, to include providing advice and guidance with short-listing, attending all selection interviews and facilitating appropriate assessment/selection centres to include administering personality profile analysis testing to enhance the recruitment and selection process.
d) Provide advice, guidance and support to line managers in relation to absence and performance management, disciplinary and grievance and in doing so ensure that managers are able to pro-actively and appropriately manage these issues in line with good practice, internal procedures and legislative requirements. To include ensuring appropriate documentation is produced by managers, liaising with third parties such as occupational health, payroll, G.Ps and Trade Unions.

e) To keep the Head and Director of HR updated on developments with employee relations cases to mitigate risks.

f) Provide advice and guidance on training and development with a focus on ensuring the college has appropriately qualified and trained staff.  Working closely with the People Development team to gather future training requirements to enable a planned approach to be taken. 

g) Work closely with the HR Director and Head of HR to support the Workforce Planning meetings, to identify training needs and succession planning. 

h) To follow through actions from the Workforce Planning meetings and work with managers, HR System Analyst and People Development to ensure staff are appropriately qualified and trained.

i) Provide advice and interpretation to employees and line managers in respect of all leave procedures to include all family friendly policies and ensure that these are co-ordinated, administered and recorded appropriately.  This will include supporting line managers with requests for flexible working, paternity leave parental and special leave, liaising with line managers, employees and the Human Resources team with regards to maternity and adoption leave and pay.

j) Line manage a HR Co-ordinator to deliver an effective and professional service by coaching and developing their skills, carrying out appraisal and providing exposure to more complex HR issues and directing their work in a structured and supportive way.

k) Work with the HR Systems Analyst to provide timely and accurate reports to line managers to facilitate decision making with regards to both workforce profiling and Human Resource planning and work in partnership with line managers to ensure that their human resources are appropriately aligned to meet the needs of the college’s strategic objectives, to include business re-modelling. 
l) Provide advice and guidance related to redundancy procedures and compromise agreements as and when required and attend and facilitate the meetings to ensure that good practice and legislative requirements are met and satisfactory outcomes are achieved.

m) Work closely with People Development to support management development programmes across the college, this may include designing and delivering training programmes.
n) Deliver and design tailored training sessions to support training needs across college. 

o) Working in partnership with People Development and line managers, ensure that all new employees are appropriately inducted in line with college procedures and support the People Development department with the development and execution of the induction process. Support new line managers within your areas to understand how to effectively manage their teams.
p) Support the appraisal and probationary review process by providing advice to line managers on how to manage and review employee performance in line with good practice, local procedures and legislative requirements. 

q) Support the exit interviews process by reviewing completed forms and evaluating the information provided so trends to be identified, areas of concern to be addressed and to facilitate decision making in relation to retention strategies. 

r) Develop, review, monitor and evaluate Human Resource activity, procedures and processes to ensure they continue to meet the needs of the college and its stakeholders and produce recommendations to the Human Resources Services Manager as directed.

s) Liaise with all of the HR Team to ensure that an efficient and effective HR service is provided.

t) To ensure the consistent delivery of a highly responsive and professional customer service operation to all business areas, but with particular responsibility and ownership for all the HR activity within the departments in your remit.

u) To keep up to date on legislative changes and continue to be aware of policy that directly impacts on the FE sector, e.g. safeguarding children and safer recruitment in education. 
2.2
Other responsibilities

a)
To uphold and promote all company policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with all college standards and expectations, including college learner procedures and practices and safeguarding policy and practices.
c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college group and its subsidiaries.

f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, qualities & knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	CIPD qualified or part qualified above Certificate in Personnel Practice level 
	(
	

	Level 4 qualification 
	(
	

	English to at least level 2
	(
	

	Maths to at least level 2
	(
	

	IT qualification, minimum of level 2
	
	(

	Experience:
	
	

	Recent and relevant experience of working in a HR environment
	(
	

	Recent and relevant hands on experience of recruitment and selection activity and delivery of recruitment targets/deadlines
	(
	

	Experience of developing, organising and administering assessment centres, recruitment events and campaigns
	(
	

	Recent and relevant experience of providing advice, guidance and interpretation in respect of contractual terms and conditions of employment to both managers and employees
	(
	

	Managing and resolving front line queries relating to employee resourcing, relations, reward and development
	(
	

	Recent and relevant experience of providing advice, guidance and interpretation to line managers in respect of absence and performance management
	(
	

	Utilising and maintaining an integrated HR/Payroll system e.g. Itrent
	(
	

	Experience of producing reports and presenting data
	(
	

	Analysing and interpreting data
	(
	

	Previous experience of working within the FE sector
	
	(

	Experience of line managing 
	
	(

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding and DBS compliance
	(
	

	Ability to work well under pressure to meet deadlines
	(
	

	Strong negotiation skills and ability to persuade and challenge others
	(
	

	Current knowledge of employment law and employment practices
	(
	

	Ability to prioritise and manage own workload 
	(
	

	Ability to work on own initiative
	(
	

	Excellent IT skills
	(
	

	Excellent interpersonal and communication skills
	(
	

	Solution orientated
	(
	

	Work exclusively and as part of a team
	(
	

	Completer/Finisher
	(
	

	Qualities
	
	

	Demonstrate a positive approach to equality and diversity and customer service
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	

	Demonstrate a commitment to safeguarding and promoting student welfare
	(
	

	Flexible and professional approach
	(
	

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice, following organisational procedures, challenge processes that don’t work for customers.
	(
	

	Ability to work as part of a team to achieve common objectives
	(
	


4. Position within the College

The post holder will be part of the Human Resources Team and will report directly to the Head of Human Resources.

5. Terms & conditions

a) The post is offered on a Vision Business Support Services Support Fixed Term Contract.

b) The salary will be VBSS Specialist 1, £26,129 per annum (pro rata for the fixed term period).
c) You will be entitled to 25 days leave, plus bank holidays (pro rata equivalent for the fixed term period). Up to 5 days leave can be directed for efficiency closure. 
d) You will be required to work 37 hours per week on a flexible basis.

e) Vision Business Support Services operates a Scottish Widows Group Personal Pension Plan.
f) The post holder may be located at any West Nottinghamshire College site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted. 
6. The application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Sunday 6th August 2017.
www.wnc.ac.uk/vacancies
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 

The college is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position. 
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